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Notice to Students
This catalog is the official publication of the programs, policies, and requirements of Contra Costa Medic&ldllagger
Students enrolling in Contra Costa Medical Career College are subject to these provisions and should read this cat
carefully. Students are responsible for knowing the rules, regulations, and policies of Contra Costa Medical Career Colle
Prior to enroliment students will be given a copy of this catalog either in writing or electronically. Enrollment at Contr
Costa Medical Career College constitutes an agreement to abide by its rules and regulations and failure to read this ca
does not gcuse students from such rules and regulations.
Publication Date of CatalogOctober15", 2019
Licensure and Accreditation
National Institutional Accreditation was granted on 4/15/2013 from the Accrediting Council for Continuing
Education andTraining (ACCET). ACCET is recognized by the Department of EducationThe California Department
of Health Services Field and Laboratory Division, The California State Board of Pharmacy, and the California Board
Licensed Vocation Nursing and Psychiaffiechnicians has granted programmatic approvals.

CCMCC is a private institution which received FULL approval to operate from the California State Bureau for
Private Postsecondary Education on July, 2011.The approval to operate mean€ontra Costa Medicd Career
Collegeis in compliance with California State standards as set forth in the Education Cod€CMCC under section
94802 (a) of CPPEA, will by operation of law, bécenseduntil April 15, 2022. The Bureau may be reached at2535
Capitol Oaks Drive, Suite 400,PO Box 980818, Sacramento, C857980818Toll free: 1-888-370-7589 Fax: 916
2631897

Programs and CoursesOffered
Phlebotomy Technician 1
Phlebotomy Onlin€E-learning)
Medical Assisting
Clinical Medical Assishg
Medical Administrative Assistant/Billing and Codiggpecialist
Medical Assisting with Phlebotomy
Pharmacy Technician
EKG/ECG Technician
Sterile Processing Technician
Surgical Technology
Diagnostic Medical Sonography
Dental Assisting
Medical Terminology
Contra Costa Medical CareerCollege
4041 Lone Tree Way, Suite01
Antioch, Ca. 94531
Phone (925)752900 Fax (925)755873
www.ccmcc.edu
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Business Offi chkowmmd AfdmOEsearn atniso n
MondayThursday8:30am- 10:00pm

Friday: 8:30am5:00pm

Saturday: 8:30ani2:30Qom

Sunday: Closed

Hol i days

CCMCC is closed on the following holidays:
T New Year’' s Eve, Mé&mnal Dy IadepersdenbecdDay

1 Labor Day President’ s Day

1T Veteran’s Day Thanksgiving Day, Day after Thanksgiving

91 Christmas Eve, Christmas Day  Martin Luther KingJr. Day

91 Other scheduled class brsakr holidays will be announced Registration is continuous.
Admini strative Personnel
Stacey Orozco RNCampus Directo@EOPresdent (50% shareholder) stacey@ccmcc.edu
Bo Orozco Director of Facilitiesand Growth Manageméiice Pre&dent(50% shareholdenp@ccmcc.edu
Chris Tesene Chief Technology Officer CTO ctesene@ccmcc.edu
Brenda Alanis- Business Office Manager brenda@ccmcc.edu
Jennifer Pereira- AdministrativeDirector jennifer@ccmcc.edu
Maureen DeGranoMA - Administrative Assistant mo@ccmcc.edu
Julia Duarte- Administrative Assistant julia@ccmcc.edu
Sheri Lavin-Darling - AdmissionsAdvisor sheri@ccmcc.edu
Jocelynn Scott Director of Admissions Jocelynm@ccmcc.edu
Sue Williams- Registrar sue@ccmcc.edu
Mindi Guarino CMA - Career ServiceBirector mindi@ccmcc.edu
Trish Hauger- Career Services Coordinator trish@ccmcc.edu
Lisa Dam- Career Services Coordinator lisa@ccmcc.edu
Michelle Davis- Career Services Coordinator michelle@ccmcedu
Marcia Giovanni T Financial Aid Advisor marcia@ccmcc.edu
Marco Ambriz -Financial Aid Advisor marco@ccmcc.edu
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Facul ty

The didactic and clinical education is taught by a team of highly experienced faculty consisting of dedicated
instructors, certified phlebotomists and nurses from various specialty areas. They are chosen for their
commitment to teaching and clinical expest The faculty and staff are committed to provide the best possible
educational environment and instruction to assure competency in all areas of the established c\Cooatam.
Costa Medical Career College is a private, postsecondary school. lalgar@a SCorporation. Theollegeis

in compliance with all local, state, and federal laws and regulations.

Steve CondonCPT1- PhlebotomyCoursel eadInstructor 15+ years of experience in healthcare
Richard Murray, CPT 1, Paramedic PhlebotomyCourselnstructor- 30+years of experience in healthcare
Filicia Johnson, EKG Technician- EKG Courselnstructor 8+ yearsof experience as an EKG Tech

Bob Bravo, LVN- PhlebotomyCourse InstructofEKG CourselnstructofBLS Coursdnstructor 18+ yearsof
experience in healthcare

Maria Thornton , CCMA, CPT1, CET- EKG CourselnstructorAssistant 1+ yearsof experience in
healthcare

Robyn Renslow, CPT1 PhlebotomyCourseAdjunct Instructor 3+ yearsof experience in phlebotomy

Shelly Scolari CMA -Clinical Medical Assisting Progradjunct Instructor 10+ yearsof experience in
healthcae

Jessica lejerang, BS, CCMA- Medical Assisting Programirector 11+ yearsof experience in healthaar

Tammy Quinn, CCMA, CPT1- Medical Assisting/Phlebotom@ourselnstructor 20+ yearsof experience
in healthcare

Natalie Alvarez, CMA-Clinical Medical Assisting Program Instructor AssistaBit years of experience in
healthcare

Anna Vasquez,CPhT- Pharmacy TechniciaRrogram Directer20+years of experience pharmacy

Heather Berndt, CPhT- Pharmacy Technician Program Assistant Instru@eryearsof experiencen
Pharmacy

Aliantha Reynoso, CPhF Pharmacy Technician Prograhdjunct Instructor 3 years of experienda the
pharmacy industry.

Maria Duran Ruiz, CST-SurgicalTechnologyProgram Directerl5+ years of experience in the OR
Maggie Ramies,CST- Surgical Technology Programstructor 3+ years of experience in the OR
Megan Gualderama,CST- Surgical Technology Program Instructér years of experience in the OR

Noy Neak, ORT, CRCST- Sterile Processindechnician Prograrirector 10+years of experience in the OR
and SPD

Von Neak, CRCST- Sterile Processingechnician Programssistant Director5+ years of experience 8PD
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Kristyne Timbal, CRCST- Sterile ProcessingechnicianProgram Instructer3+ years of experience in SPD

Brian Darensburg, CRCST-Sterile Processing Technician Program Adjunct Lab Assidiaryears of
healthcare experience

Mike Peters, BA, ARDMS- Diagnostic Medical SonograpiBrogramDirector 6+ years of experience in
Diagnostic Medical Sonography

Amy Sandhu, BS, ARDMSDiagnostic Mettal Sonography Program Instruct@0 + years of
experence in healthcare

Drew Bembenek,BS,RVT, ARDMS - Diagnostic Medical Sonography Progréuwab Assistantl
yea of experience imealthcare

Renee Aumua RN, MSN-CNL -Vocational Nurse Program Direct@B years in healthcare

Debbie Silva, AS, RDA Dental Assisting Program DirectotO + years of experience in healthcare

Corri Muller, RDA - Dental Assisting Prograadjunct Instructor 15 + years of experience in
healthcare

Farzana Wali, RDA- Dental Assisting Programmstructor-33+ years of experiende healthcare

Donna Nardi, BS,MS-AAS-IDL Program Director20 + yearsof experiencen healthcare and
education

Holly McCarty , CBS - MAA/BIlling and Coding Instructor4+ yearsof experience ifhealthcare
reimbursement

Deloris McCabe MA - MAA/Billing and Codinginstructor 16+ yearsof experience in healthcare
and healthcare reimbursement

Morgan Furlow, CMA -Clinical Medical Assisting Program Instructor Assista8it years of experience in
healthcare
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College Vision, Values. Goals and Mission

College Vision
1 To educate, motivate, and inspire students to reach their full potential

College Values
1 Accountability

Diversity
Innovation
Integrity
People

1 Quality

= =4 4 A

Mission Statement

Contra Costa Medical Career College will assist its students in the@#ogenent of good judgment, clinical and
interpersonal skills, and scientific knowledge which will enable them to function competently as a member of any hea
care team. We will supply our students with the necessary tools and technical training ndéedetibtoin a variety of
medi cal settings. We believe that education is the
educated, responsible member of society equipped with the skills and principals needed to be an excepiemtadneiffi
safe health care provider.

College Goals

1 This institution will train its students to use scientific principles to take appropriate actions in many
different health care situations.

1 This institution shall provide the necessary suppespurces, and equipment to ensure an exceptional,
safe learning environment.

1 This institution will stress the importance of continuing education in the health care field.

1 This institution will promote the development of professionalism, responsibilitlyingegrity of its
students thereby contributing to the purpokproviding quality health care for the people of this
community.

About Contra Costa Medical Career College

Contra Costa Medical Career College, Inc. (CCMCC) was incorporated statieeof California in 2008 and

began offeringlasses at its Antioch campus November 2007. Contra Costa Medical Career College, Inc. is a
California Scorp. The governance and control of the institution are that of the Presiden@®G€€y Orozco

RN andVice PresidentBo Orozco

Contra Costa Medical Career College is a small, Private Vocational Training School. The school was formec
response to the growing need for qualified, entry level healthcare professionals in this community. CCMCC off
low tuition, flexible schedules, and instructors who are experts in their fields of study. Our class sizes are ki
small so that we can concentrate on quality instruction. We work hand in hand with employers in the commur
to ensure the most up to date ctutum possible. All of our programs are career focused so our graduates ar
prepared to make a positive impact from the start of their new career in the healthcare iG@MBC has
never hada pendingpetition in bankruptcy,is not operatingasa debtorin possessiorhasnot filed a petition
within the precedindfive years,hasnot hada petition in bankruptcyfiled againstit within the precedingfive
yearsthatresultedn reorganizatiorunderChapterl1 of theUnited StatesBankruptcyCode(11U.S.C.Sec.1101
etseq.).
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General Description

Contra Costa Medical Career College is a Private Vocational Training School, believing in producing an educat
responsible member of society equipped with the skills and principals needed to be an exceptional, efficient
safe health care provider. Ocampus isapprox.30,000 square feet of classroom/laborat@myd office space
located at 4041 Lone Tree Way Suite I®Antioch, Ca. 94531. All classes are held at this location.

General Admission and Entrance Policies

Admission Requirements

Contra Cata Medical Career College programs are open to all students that have an interest in the medical fit
For any individual interested in attending our programs, we ask that they be willing to and prepared to dedic
the time, energy, and effort to theucses offeredPrograms to participants regardless of race, creed, color,
religion, national origin, sex, age; veteran status, marital status, and sexual orientation as long as the studen
meet the academic and technical standards to safely participated benefit from the program. The College
complies with Section 504 of the Federal Rehabilitation Act of 1973 and the Americans with Disabilities Act ¢
1990 with respect to both students and employees with disabilities.

Registration Procedures for_all programs excluding Surgical Technology and Diagnostic _Medical
Sonography

As a prospective student, you are encouraged to review this catalog prior to signing an enrollment
agreement. You are also encouraged to review the School Perforntan-act Sheet, which must be provided

to you prior to signing an enrollment agreementThere are four ways to complete registration at Contra Costa
Medical Career College:

1 Walk-in Registration. Students magygisterat the school Monday tbughThursday9:00 AM - 8:00 PM,
Fridays 9:00 AM- 4:30 PM and Saturdays 9:00 AML1:30 AM (except holidays}o register in person.
Registration fees may be paid by credit card (Visa, Masteréangrican Expre9s check, or mone
order.CCMCC DOES NOT ACCEPT CASH PAYMENTS.

2. Online registration is also available 24 hours a day, seven days a week.
Payment arrangements are available. Payment arrangements are approved on a case by case bas
must be made in persovith the Business Office Manager prior to the first day of class.

Contra Costa Medical Career Colleges approved to acceptTitle IV funding (Financial Aid) from the
Department of Educationfor the Surgical Technology Sterile Processing Techniciaand Medical Assisting

with Phlebotomy programs ONLY at this time. Contra Costa Medical Career Colleigeapproved to accept
VeteransAffairs/Gl MontgomeryBill benefits.(Post 9/11 Gl Bil)lCCMCCalsoacceps VA benefits from Title

38, Chapter 31, which is the Vocational Rehabilitation proggachMyCAA benefits

Contra Costa Medical Career College is authorized for WIA (Workforce Investment Act) voucher training. Yo
will find us on the ETPL (Eligible Trainig Provider List) list found atww.etpl.edd.ca.govPlease contact your
local Employment Development office for more information.

Steps in Admissions

1. Obtain and read the CCMCC catalogrformance facheetand choose a Program or Course.

2. Complete an enrollment agreemeantd pay registration fegRegistration fee is nerefundable/non
transferrable)

3. Finalize funding foProgram.

4. Purchase text and required equipment.

5. Attend Orientation on Beduleddates(Surgical Techology and DMS only

In addition to these provisions, there are specific admissions requirements for each of the programs as follow

General Admissions Requirements
1. Applicants must be 18 years or older. All applicants must present either a State issued Identificati

pg.6
Rev. 7/11/2019


http://www.etpl.edd.ca.gov/

card /driver’s |l icense or passpor te younwstbenws t
Citizen oreligible to work in the United Stas.

2. Proof of High School Graduate/GED or achieved a degree higher than High School Diploma. (Forei
transcripts for diplomas earned outside of the US must be evaluated for US equivalency.)

3. No felony, and certain misdemeanor (druglenceand theft), convictions are not allowed.pte-
employmentbackground check and drug screen{sgrum)will be required. This is required by the
clinical training facility and for State licensure depending on the program.

4. Pass entrance exam (OMS, Dental Assisting Surgical Technician and Sterile Processing
Technician programs ONLY). This is aScholastic leveéxam(Wonderlic examysed to ensure that the
applicant will benefit from the curriculum taught in thental AssistingSurgical TechnicigfDMS, and
Sterile Processing Technicidfrograns. The minimumpassingscore on this test is81for Surgica
Technician 18 for DMS 13 for Dental Assistingnd R for Sterile Processing Technicidhis a twelve
minutetest given online, on campus at CCMCIis test must be passed prioreiordlment into the
Sterie Processing Technicia8urgical Technologgnd DMSProgramsThe exam may be attemptad
maximum of two times per enrollment cycle.

5. Oncethe application is receivednd the applicant passes the entrance eaarmterview will be
scheduled with the program director and program faculty. (DMS, and Surgical Technician
programs only)

Additional Admissions Requirementsinternational high school diploma or other international degrees must be
evaluated for US equivalency. The candidate will be notifiethbyevaluating compartyy telephone and/or by
letter of the status of his/her apg@lion. At that time, the student is responsible for presenting the evaluated
transcripts to th®egistrar'office. The student will be allowed to complete the enroliment process at that time.
All entrance requirements and documentation should be completetlirned in by the class start date. It is the
responsibility of the applicant to meet these requirements in a timely manner. All programs are taught in Engli
Due to that fact, it is important that the student can read, write, understand and sg&adldigh language well.

The level of languagproficiencyis the 13" grade level, documented by a high school diploma or GED.

Re-admission Procedures

Students who are in good standing and have not satisfactorily completegtammay be readmitted to Contra
Costa Medical Career College upon application. They are required to follow the policies of the catalog in effe
at the time of reenrollment andepaythe enroliment fee in addition to the tuition for the program the student is
repeating.

Enroliment
Surgical TechnologyDental Assistingand DMSare required to attend Orientatipror to the first day of class.
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Arbitration and Class Action Waiver Disclosure

The Contra Costa Medical Career College, Inc requires each student to agree idispyteearbitration
agreement and a class action waiver as a condi ti
Agreementdes not, in any way, | imit, relinquish, or
claim, pursuant to 34 C.F.R. 8§ 685.206(e) at any time. The Arbitration Agreement does not require that 1
student participate in arbitration or amgarnal dispute resolution process offered by the College prior to filing a
borrower defense to repayment application with the U.S. Department of Education pursuant to 34 C.F.R
685.206(e). Any arbitration, required by the Arbitration Agreement, fmdigges) the limitations period for filing

a borrower defense to repayment application pursuant to 34 C.F.R. § 685.206(e)(6)(ii) for the length of time t|
the arbitration proceeding is under way. Any questions about the Arbitration Agreement or ardlapoteto

a student’s Title IV Federal student | oans or toc
provided should be directed to

Attn: Administrative Director

Contra Costa Medical Career College
(925) 7572900

4041 Lone Tree Way, Suite 101
Antioch CA 94531

Granting Credits

Contra Costa Medical Career College awards credit in clock hours for the programs offered. One quarter cre
hour is granted for the successful completion of one of the following: 10 ktmals of instruction in a lecture
setting; 20 clock hours of instruction in a laboratory setting; 30 clock hours of instruction in an externship settir
or an appropriate combination of all three. One clock hour is equivalent to a minimum of 50 minutes.

Transfer Credit/Credit Evaluation
“NOT ICOECERNINGTRANSFERABILITY OFCREDITSAND CREDENTIALSEARNED AT OUR
INSTITUTION

Thetransferabilityof creditsyou earnat CCMCCis atthe completediscretionof aninstitutionto which you
may seekto trander. Acceptancef the certificateyou earnin your educationaprogramis alsoat the complete
discretionof theinstitutionto which you mayseekto trander. If the certificatethatyou earnatthis institutionis
notacceptedt theinstitutionto which you seekto transfer,you mayberequiredto repeatsomeor all of your
courseworlat thatinstitution. For this reasonyou shouldmakecertainthatyour attendancet this institution
will meetyour educationagoals.This mayincludecontactinganinstitution to which you mayseekto transfer
afterattending CCMCCto determindf your certificatewill t r ansf er . ”

Contra Costa Medical Career College allows for the transfer of cestdited at another institution if that
institution is Nationally or Regionally accredited by an agency recognized by either the U. S. Department of
Education or the Council for Higher Education, and if the previous credits earned are comparable to those
of ered in the institution’s program in which the
earned within the | ast t hr e@ontia€astabledicahQacker Cadlegd f “ C
allow no more than 50% of any progrdo be credited by transferring credits from another institution. Course
credits for advanced placement through outside examination may be condidesre, generally not accepted.
There is no fee for the evaluation or the granting of transfer of credit

A written request for credit transfer must be made to the Campus Director at least two weeks prior to the star
class, in order to allou€ontra Costa Medical Career Colleggequate time for evaluation. The request must

include an official transcrigt r om t he student’'s prior institution,
institutional catalogs which include clock and/or credit hours. A decision will be made within one week of recei
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of the requisite documents, and the student wilkb&é vi sed by mai | or emai l
decision must be made in writing and submitted to the Campus Director. The subsequent decision will be fine

Any reduction in tuition resulting from the transfer of credits will be basdteper hour cost of training for the
program times the number of clockhoord t he i nsti t ut i donwhigh the studpriis leibd e
given credit. The student is allowed and encouraged to sit, free of charge, for purposes of reviewipasyopor
the program for which s/he has been given credit, as long as classroom space is available. If an enrolin
agreement had been signed by the student prior to a request for credit transfer, and credit is accepted, a
enrollment agreement must signed to include any changes to the amount of financial obligation of the studen
due to the transfer of credit.

Contra Costa Medical Career College makes no guarantee of transferability of credits to another institution,
will assist the studentwihi ng t o “transfer out by providing gl
course outlines, or institutional catalogs as requested, at no charge to the student. At this time the Institution c
not have any written articulation agreemenith other proprietarypostsecondaryr otherinstitutions of higher
learning

Refused Attendance
Students may be refused from enrolling or attending classes for failure to:

e Comply with admission requirements

e Respond to of fi cQamdrCollegennbtices Cost a Medi cal

e Settl e fi nanci.8tldentslark gegeaallyinaiifredin advaeca if tlley are not going to
be allowed entrance into the classrodbontra Costa Medical Career College, except for assistance toward
reinstatement, can drop the student from all current and future classes if apprép8atdent that has been
removed from classes will not have attendance or receive a grade.

Payment, Cancellation, Withdrawal, and Refund Policies

Methods of Payment

Foms of payment accepted by Contra Costa Medical Career College are credit card, personal/business ch
money ordercashier checland ATM/Debit cardCash is NOT accepte®egistration fees are neafundable

and are mandatory for applicable students.t@o@osta Medical Career College does not offer student tuition
discounts of any sort. Registrati@ndbr Application Fees vary per program.

Transcript Fee $25.00

Fee for each transcript or duplicate certificates i$25.00

Returned Check Charge$25.00

Late Payment Fee$50.00

Certificates of completion will not be issued until all financial obligations are fulfilled.

Contra Costa Medical Career Colleges approved toaccept Title IV funding (Financial Aid) from the
Department of Education for the Surgical Technology, Sterile Processing Technician and Medical Assisting
with Phlebotomy programs ONLY at this time. We areapproved to accept Gl Bill benefits. CCM@Eodoes
accept VA benefits from Title 38, Chapter 31, which is the Vocational Rehabn program.

Contra Costa Medical Career College is authorized for WIA (Workforce Investment Act) voucher training. Yo
will find us on the ETPL (Eligible Training Provider List) list foundnat/w.etpl.edd.ca.govPlease contd your

local Employment Development office for more information.

Collection Process of Unpaid Tuition

In the event that a student does not pay tuition or fees due to the school, CCMCC will make every attempt poss
to arrange a plan with the studémtollect. If the student fails to comply with the arrangements agreed upon, the
unpaid balance will beeportedand an outside collection agency will be notified.

Current Schedule of Charges for2019-2020

All tuition costs and payment arrangements must be arranged peordibment Current schedule of charges
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are listed with program and course descriptions.

Cancellation of Classes or Programs

Contra Costa Medical Career College reserves the rigtartcel or postpone a class or a program if student
enrollment is insufficienfless than 5 studentdjlowever, every effort will be made to cancel the class or
program well in advance of the beginning date. Refunds will be issued for tuition and regis&esi in this
instance.

Cancellation Period

1. You have the right to cancel this agreement, including any equipment or other goods and services include
the agreement, and receive a full refund (less a deposit or application fee not to excedtr@2§i0) t

attendance of the firslass session, or the seventh day after enrollment, whichever is later.

2. Cancellations due to no show/non starts, cancellétyaine studenduring the cancellation period, will

receive a full refund (less a deposit or ligggion fee not to exceed $200) within 30 days of cancellation date.
Cancellations due to program cancellatiynthe institutiorwill receive a full refund (including the deposit or
application fee not to exceed $200).

3. Your cancellation takes effechen you give Notice of Cancellation to this school. Any expression that you
wish not to be bound by this agreement will serve as a Notice of Cancellation of this agreement. Read the
Notice of Cancellation form provided to you for an explanation of youretktion rights and responsibilities.

If you have lost your Notice of Cancellation form, ask the school for a copy.

4. You are due a complete refund within 30 days after the school receives a valid Notice of Cancellation.

5. After the end of the cancatlon period, you also have the right to stop school at any time; and you have the
right to receive a refund for the part of the course not taken.

6. Cancellation shall occur when the student provides a written notice of cancellation to the addresa of Con
Costa Medical Career College: 4041 Lone Tree Way Ste. 101, Antioch, California, Attn: Registrar. This can b
done by mail, hand delivery;mail ccmcc@ccmcc.edufax (925)7575873or by calling the Registrar at
(925)75%2900

7. The written notice of cancellation, if sent by mail, is effective when deposited in the mail properly addresse
with proper postage.

Course Withdrawal

The term “Wi thdrawal” signifies that a student h
session. Notifying the instructor of one’s inten
To withdraw, the student musttifg the admissions representative or campus director in writing. The effective
date of withdrawal is the last date of actual attendance. This is a permanent mark with no grade points assigr
Students withdrawing from one course while retaining theistegion with Contra Costa Medical Career

College should refer to the Withdrawal section under Grading System in this catalog. Students who wish to

withdraw permanently from Contra Costa Medical C
available at the media center located in the lobby area of the campus. An exit interview is conducted by the
Program Director. The enroll ment status of such

withdrawn from Contra Costa Medical @ar College and their future classes will be deleted from their
schedules

Withdrawal Date

The withdrawal date used to determine when the student is no longer enrolled at Contra Costa Medical Ca
College is the date the student began the withdrawakgsoby completing an official withdrawal form, by
submitting that form to the Student Services office and ceasing to attend classes or other College activities
student who submits a completed official withdrawal form, but continues to attend classbsroCollege
activities will not be considered to have officially withdrawn from College. If a student does not complete th
official withdrawal process, the College will determine its withdrawal date based upon federal regulation ar
institutional record. If a student is absent for 7 consecutive days, excluding holidays, does not communica

pg.10
Rev. 7/11/2019


mailto:ccmcc@ccmcc.edu

directly with the College regarding the nature of those absences, and does not officially withdraw from ti
program in writing, he/she will be considered withdrawonf the program. The refund will be calculated based
on the last day attended (LDA) according to thenate refund policy described above.

Withdrawal after the Cancellation Period

Students have the right to cancel the enroliment agreement and obtain a refund of tuition paid through attend:
of the first class session, or the seventh day after enroliment, whichever is later. Students have the righ
withdraw from a program of imgiction up to the 60% point of the course and receive at least a partial refund
Students are obligated to pay only for education services rendered and any unreturned equipment until the
percent point of the program, as measured in hours, after whietiumd will be possible. Please note that refunds
are based on the elapsed time in a program, not just the hours actually attended by a student. If a separate c
for equipment is specified in the agreement, and the student actually obtains theeatjuapohthe student returns
that equipment in good condition, allowing for reasonable wear and tear, within 30 days following the date of t
student's withdrawal, the institution shall refund the charge for the equipment paid by the student. Ifhe stud
fails to return that equipment in good condition, allowing for reasonable wear and tear, within 30 days followir
the date of the student's withdrawal, CCMCC may offset against the refund calculated the documented cost tc
institution of that equipmd. The student is liable for the amount, if any, by which the documented cost for
equipment exceeds the prorated refund amount. Equipment cannot be returned in good condition if the equipn
cannot be reused because of health and sanitary reasonssdadttisi clearly and conspicuously disclosed in the
agreementif a student obtains a loan to pay for an educational program, the student will have the responsibil;
to repay the full amount of the loan plus interest, less the amount of any refund.

STRF (Student Tuition Recovery Fund)

“The State of California established the Student
economic loss suffered by a student in an educational program at a qualifying institution, who is or was a
California regdent while enrolled, or was enrolled in a residency program, if the student enrolled in the
institution, prepaid tuition, and suffered an economic loss. Unless relieved of the obligation tgodo so,

must pay the statenposed assessment for the STRF, or it must be paid on your lifej@lf are a

student in an educational program, who is a California Resident, or are enrolled in a residency program,
and prepay all or part of your tuitiodfou are notligible for protection from the STRF and you are not

required to pay the STRF assessmiénthu are not a California resident, or are not enrolled in a
residency program.”

“1t i s important that you keep cddpdureests, eéeiptg,orur en
any other information that documents the amount paid to the school. Questions regarding the STRF may
be directed to the Bureau for Private Postsecondary Education, 2535 Capitol Oaks Drive, Suite 400,
Sacramento, CA 95833, (916)48959 or (888) 3747589.

To be eligible for STRF, you must be a California resident or enrolled in a residency program, prepaid
tuition, paid or deemed to have paid the STRF assessment, and suffered an economic loss as a result of
any of the following:

1. The institution, a location of the institution, or an educational program offered by the institution was
closed or discontinued, and you did not choose to participate in adeaplan approved by the Bureau

or did not complete a chosen teamit planapproved by the Bureau.

2. You were enrolled at an institution or a location of the institution within the 120 day period before the
closure of the institution or location of the institution, or were enrolled in an educational program within
the 120 dayeriod before the program was discontinued.

3. You were enrolled at an institution or a location of the institution more than 120 days before the closure
of the institution or location of the institution, in an educational program offered by thetiostds to
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which the Bureau determined there was a significant decline in the quality or value of the program more
than 120 days before closure.

4. The institution has been ordered to pay a refund by the Bureau but has failed to do so.

5. The institution has failed to pay or reimburse loan proceeds under a federal student loan program as
required by law, or has failed to pay or reimburse procesmsved by the institution in excess of tuition
and other costs.

6. You have been awarded restitution, a refund, or other monetary award by an arbitrator or court, based
on a violation of this chapter by an institution or representative of an irmtitiit have been unable to

collect the award from the institution.

7. You sought legal counsel that resulted in the cancellation of one or more of your student loans and have
an invoice for services rendered and evidence of the cancellation of thet $dadeor loans

To qualify for STRF reimbursement, the application must be received within four (4) years from the date of
the action or event that made the student eligible for recovery from STRF. A student whose loan is revived
by a loan holder or debt collector aftgperiod of noncollection may, at any time, file a written application

for recovery from STRF for the debt that would have otherwise been eligible for recovery. If it has been
more than four (4) years since the action or event that made the student, ¢hgistedent must have filed

a written application for recovery within the original four (4) year period, unless the period has been
extended by another act of law.

However, no claim can be paid to any student without a social security number or artadgrayfecation

number.

Calculation of Refund

How Contra Costa Medical Career College calculates refunds:Fopexafra student enrolls in &6 hour
program and withdraws after receivigg§0 hours of instruction, and if the student paid a $75gi6tration fee

and $,500.00tuition, the school would deduct the $75.00 registration fee from the amount received, divide the
remaining $,500.00by the nunber of hours in the program3$00.00/ 600 = $15.83/hr.) and multiply that

hourly amount times the number of hoateemptedy the student (250hrs X$.83= $3957.50 The amount

paid, in excess of that amount would be the amoutiteofefund. ($,500.00- $3957.50= $5545.50 Refund
Amount. In addition, theefund would include any amount paid for equipment, which is subsequently returned
in good condition. If you attend class and drop before payment is made, you will be responsible for tuition
accrued up to the date formal withdrawal notice is given. Nocewill be given after 60% of total program

clock hours including externshgrecompleted.

Hypothetical Refund Calculation

Sterile Processing Technician

600 Hourstotal hours

Withdrewafter65 hours ofinstruction

$9,500.00 tuitior/ 600 hours=$%5.83 per hour
$15.83 per hour X 65 hourstmpted= $1,028.95
$9,500.00 Tuition paid- $1,028.95= $8,471.05
Refund Amount: $8,47105

Payment of Refunds
Refunds are made within 30 days foll owi ndetetmmed. d a
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Title IV Refund Policy

If a student withdraws or ceases attendance, we are required to determine if any federal financial aid receive
should be returned. Federal Financial Aid is based and received at the start of the program andpafiier mid
and depending on the point of completion and the number of credits we are required to return all or a portion
aid we received.

The percentage earned according to the Return of Title IV policy is determined by the number of days
attemptedinthepaynent peri od up to the | ast date of atten
the actual number of days in the payment period of attendance.

*** Percentage Earned is equal to = Calendar days completed up to the last dagtteihdance
Calendar day in the payment period

Excludes:
l. Institutionally scheduled breaks of 5 or more consecutive days

Il. When a student has completed MORE than 60%, 100% of Title IV funds ard.earne

The table below illustrates the application of the refund policy. The examplmessn original tuition charge
of $19,500 and assumes the student paid the entire $19,500.

Percentage of program completed 10% 25% 50% 60%
Tuition paid by theStudent $19,500 $19,500 $19,500 $19,500
Non-Refundable Tuition owed by Student $1,950 $4,875 $9,750 $19,500
Refund Amount $17,550 $14,625 $9,750 $0.00

DETERMINATION OF THE WITHDRAWAL DATE

The student's withdrawal date is the last datecaflemic attendance as determined by the institution from its
attendance records. The withdrawal date for a student who does not return from an approved leave of absen
the date on which the student fails to return, as determined by the institugoe® documentation.

NOTE: A student who is on an approvedve of absence retainssahool status for purposes of student

financial aid and financing. However, the student should be aware that if he or she does not return from a lea
of absence, sonmr all of the grace period of the loan could have been used, as the withdrawal date is set
retroactively.

WITHDRAWAL/DROP DATE POLICY

Official and unofficial withdrawal dates will be determined using the federal regulation definition for a
withdrawal date.

The official date will be determined by the earlier of one of the following:

Date the student provides official notification of intent to withdraw;

Students who fail to officially withdraw and have missed 14 consecutive calendar days of attendance ¢
assumed to have withdrawn;

1 Students who fail to return from an approved LeavRlfence (LOA);

1
T

RETURN OF TITLE IV FUNDS CALCULATION PROCESS
The school will use the federal policy to determine the amount, which must be returned by the school and/or
student to Title IV programs.
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The procedure is:

Determine Appropriate WithdrawBate

Determine Percentage Earned of Title IV Aid

Determine Percentage of Unearned Title IV Aid

Determine Title IV Aid to be Disbursed

Determine Title IV Aid Disbursed

Determine Title IV Aid to be Returned

Determine Amount Institution must Return

Det ermine Student’s Responsibility/ Refund

=4 =4 =8 -8 _8_9_9_-2°

TIMEFRAME OF PROCESSING

All students who withdraw from school must have applicable refunds (R2T4) and/or State calculated accurate
and paid within 45 days from the Date of Determination (DOD) and will be lmestiee payment period from
which the student withdrew.

FUNDS RETURNED BY PROGRAM

Return to Title IV Calculation (R2T4) This is the federally required process that determines whether any
portions of funds received must be returned when a recipierdsr&l Financial Aid Funds withdraws from a
school.

Federal Aid funds are returned in the following order:
Federal Unsubsidized Loan

Federal Subsidized Loan

Federal PLUS Loan

Federal Pell Grant

Federal SEOG Grant

Cal GrantB and C

Other Title IV Assistance

= =4 -8 -8 _9_9_°5_2

Ex. Sally a current studemtotified the school with her intent to withdraw. The total scheduled days in the
payment period are 108 and the student attended 54 days. The percentage of completion is 50%. The studelr
earned 50% of the Title IV funds that were disbursed.

Academic andAttendanceProgressPolicies

If, at any point, the CCMCC staff determines that it is mathematically impossible for the student to meet the
minimum requirements, the student must be dismissed from the Clletfecation of academic dismissal is
made in witing. The conduct policy section in the catalog describes other circumstances that could lead to
student dismissal for nemcademic reasons. As a condition of the academic monitoring, students on warning
andTerm Action statusnust participate in acadearemediatioras deemed necessary by the institution.
Academic Standard Policy

All students must maintain satisfactory academics in both the didactic and skills portion of the program in ord
to meet Program Standards aredhain enrolled at the College. Satisfactory academic progress is determined by
computing the student’s Cumul ative Grade Pad80%®t A
for Surgical Techniciarand DMSprogram)and must display competendyring laboratory skills training.

Each education program has its own detailed evaluation standards. Grades may be based on homework,
assignments, class participation, oral or written tests, and manipulative performance examinations given with
each unit ofearning.Students are required to complete 90% of the didactic portion of the program and 100% c
the externship.
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Contra Costa Medical Career Coll ege c onweelklybasis ev a
to assess compliance with minimum pragm standards. Gradesare recorded using Diamonthis is an

online student grade reco@rades are recorded and updated aeekly basis. Students are given access to
their record with a logn and password. The student has access to their progress and status 24 hours a day
seven days a week

A studentwho has not achieved the minimum program standard will be placed on a Term ActioRlan

for a period of two weeks.The program instructors will make every attempt possible to help the student
improve his/her grade by offering one on one tutoring to the student, suggesting study groups and techniques
and being available to the studeoit fluestions. A Status Update Form will be completed 2 weeks following the
initiation of the TermAction Plan

1. If the student grade has not improved with remediation attempt, student will be dismissed.

2. If the student meets the standard, they will be removed from Term Action status.

3. If the students grade has improved, bug hat met the program standatravill be determined if the student

is able to bring the grade up in the remaining time left in the prodfainere is not enough time left in the
program to bring the grade up to program standards, the student will be disthissedietermined thathe

student has enough time to bring his/her grade up, a second Term Action Plan will be initiated for a period of
additional weekslf the student has not brought the grade up to the program standard by the end%ftbe 2
weekperiod the student will beismissed. A maximum of 2 TerAction Plans can be initiated per student per
program term.

Practical skills competencyis evaluated by the program instructor using a skills checklist method. Each skill
must be performed comgitly by the student evidenced by return demonstraiactical skills are

evaluated on a weekly basisA student who demonstrates poor skills performance will be put on a
Performance Progress Term Action Plan for a period of 2 wéestsitus update will be done at the end of the

2 week period t o dlltperiormancedmimpifoved th reeetshe prageam stdndards

1. If the student skill performance has not improved with reatiesh attempt, student will bdismissed.

2. If the studenskill performance meets the program standard, they will be removed from Term Action Plan
status.

3. If the students skill performand®s improved, budoesnot meet the program standaedsecond

Performance Progre3®rm Action Plan will be initiated for a period of 2 additional weeks. If the student has
notimproved enough to meet the program standards at this time, the studeptdigliissedA maximum of

2 Performance Progre3®rm Action Plangan be initiated per student per program term.
PhlebotomyProgram-Student progress is evaluated twice per week following eachajassess compliance

with minimum progranstandards. If a student has fallen below the standard a Term Action plan will be
initiated. Following initiation of a Term Action Plartatus Updates are dotveice a weelafter each quidue

to the short nature of tHehlebotomy ProgranA maximum of 2 $atus Updates will be allowed

1. If the students grade has not improved with remediation attempt, student will be dismissed.

2. If the student has brought his/her grade up to the standard, he/she will be removed from Term Action statu
3.If the students grade has improved, but has not met the program standard it will be determined if the stude
is able to bring the grade upthe remaining time left in the program. If there is not enough time left in the
program to bring the grade up to program standards, the student will be dismissed. If it is determined that the
student has enough time to bring his/her grade up, a s&tatng Update will beconductedollowing the next

quiz. If the student has not brought the grade up to the program standard at that time the student will be
dismissed A maximum of 2StatusUpdatescan be performetbllowing initiation of a Term Action Plawhich
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limits the Term Action Plan period to 1 week. A student will only be allowed to initiate 1 Term Action Plan per
Phlebotomy Program term.

A student who demonstrates poor skills performance in thpractical portion of the Phlebotomy Rogram

will be put on a Performance Progress Term Action Plan for a period of week.A status update will be

done at the end of tHeweek period to determinéi t he student’ s skill perfor
program standards.

1. If the student skill performance has not improved with remediation attempt, student will be dismissed.

2. If the student skill performance meets the program standard, thd&yewemoved fronPerformance
Progresderm Action Plan status.

3. If the students skill performance has improved, batsdwot met the program standardecond Performance
Progress Term Action Plan will be initiated for a period afiditional week.flthe student has not improved
enough to meet the program standards at this time, the student will be dismissed. A maximum of 2 Performal
Progress Term ActimPlanscan be initiated per student geilnlebotomy Pogram term

Grading and Evaluation Procedures

Grade reports are issued to students at the completion of each term. Grades are based on the quality of wc
shown by written tests, laboratory work, term papers, and projects as indicated on the course or program sylla
The grading scalis as follows:The following grading policy is in effect: at CCMCC, a pass is understood to be
70% or more(80% for Surgical Technologand Diagnostic Medical SonographyCourses also may be
designated as Pass/Fail by class Instructor. Students muahthkemplete all required modules. The following
grading policy is in effect:

Grade scale isas follows:

90-100% = A

80-89.9%=B

70-79.9%=C

60 — 69.9%= D

Below 59.9=F

Grades D and F are considered fail. The exterfigtapticalgrading policy involves only:

P (Pass) F (Fail)

In the event a student receives aiffigilgradeor is dismissedluring externshipthe student willbe given the
opportunity to find an alternate site, without the assistance of the school, and finishdvisilexternship within

a limited time frame. (Rules apply, see externship procedaiféailing grade irthe externshifpracticaltraining

is caused by poor attendance, unprofessional conduct, unethical behavidhattwontradicts school and
affiliated facilities policies. A student who during his/her clinical curriculum shows poor attendance, poo
participation and poor grades may be dismissed from the site resulting in a fail grade.

Satisfactory Academic Progres¢SAP) FOR TITLE IV PURPOSES ONLY - Procedure:

Students are required to maintain satisfactory progress in their course of study. Satisfactory progress is meas
by both qualitative and quantitative measurements calculated at each evaluation pointgupritbments set
calculated at the end of the evaluation point program per the requirements set forth below. Students must mair
the minimum standards for hours/credits, grade point average and maximum time frame to be considerec
maintaining satisfaory progress.

Qualitative Standard:

To maintain satisfactory academic progress, a student must have a cumulative GPA of 70% (80% for Surg
Technology Diagnostic Medical SonographyStudents who fail to record a cumulative GPA of 70% (80% for
Surgica Technology Diagnostic Medical Sonographgneasured at each evaluation point of their program will
be placed on Academic Warning or Probation. (See Warning/Probation Policy below.)

Module grades will be reported to the Director of Education at thefexatbh module. ThRegistrawill calculate
cumulative GPA at each evaluation point and place affected students on academic probation by comple
probation forms, discussing the terms of probation with the student(s) and having the student sign e form.
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Registrawi | | t hen process a warning or probation not

Quantitative Standard:

To maintain satisfactory academic progress a student must have successfully completed a minimum of 679
the credits aempted. Students who fail to successfully complete a minimum of 67% of the credits attempte
measured at the evaluation point(s) of the program will be placed on Attendance Warning or Probation. (S
Warning/Probation Policy below) The Academic Recordslwl review all student s’
for Surgical Technology) at the evaluation point(s) of their program. If the student has not successfully comple
67% of the credits attempted the Academic Records will place the student on wapmoigation by completing
proper forms, discussing the terms of warning or probation with the student(s) and having the student sign
form. The Academic Records will then process the
file.

Maximum Time Frame Requirements:

To maintain satisfactory academic progress, a student must have sufficient progress in the program to assure
it can be completed within 1 and %2 (150%) the total program length (maximum time frame). Once the studk
completes 100% of the program, the student will no longer be eligible for Federal Student Aid. The maximu
time frame for completing each program is outlined below:

PGM LENGTH - 100% MAX T IME FRAME 1 150%
Sterile Processing Technician 24 Credits 36 Credits
Surgical Technology 54 Credits 81 Credits
Medical Assistingwith Phlebotomy 25 Credits 37 Credits
Evaluation Periods: Satisfactory Academid’rogress will be assessed at the following:
Sterile Processing Technician 12 Quarter Credits
Surgical Technology 18 Quarter Credits, 36 Quarter Credits

Medical Assisting with Phlebotomy 12.5 Quarter Credits

Withdrawl and Incomplete Grade Policy

Withdrawal from a program will result in termination from the program. An Incomplete (I) are not accounted fol
this option does not apply to our students. They have to pass / faotereprogram of study.

Warning Policy

Students attending schooldurg t h e warning period” are stild/l de
and will continue to receive Federal Student Aid for that one payment period. Financial Aid warning status
assigned without an appeal or other action by the student.

If at the end of the warning period, the student meets both the qualitative and quantitative standards, they wil
re-established Satisfactory Academic Progress and eligibility for Federal Student Aid will continue.

If at the end of the warning period, thed#uat has not met both the qualitative and quantitative standards; the
student will be placed on Academic Probation and considered making Satisfactory Academic Progress durii
the probation period. The student has the option to appeal this decisionritoarel®@ain in the program. If the
student submits an appeal, for the unsatisfactory academic progress, and the appeal is denied, student w
deemed ineligible for Federal Student Aid for the next payment period. If the appeal is approved Prolbation v
continue until the next evaluation period.

Probation Policy (Term-Action Status)

Academic Probation will occur if student fails to meet qualitative (70% GPA) (80% GPA, Surgical Technolog
and DMS) and quantitative (67% credits attempted) standards,agpapletion of the warning period, at any

i ncrement al evaluation point. Probation status ¢
Written notification will be sent to all students being placed on academic probation. This proigteyiaat will

not interrupt any student Title IV Funds eligibility and will continue to receive funds during the payment perio
only if the student submits a written appeal to the Satisfactory Academic Progress determination within 15 d:
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of receiving naice of unsatisfactory progress and the Appeal Committee approves the appeal. If the student me
the minimum attendance and academic requirements by the end of the probationary period, satisfactory acad
progress will be reestablished and Title 1V fuls will be disbursed for the next payment period. If a student
doesn’t meet the minimum requirements within the
be terminated.

Termination Policy

Students who fail to makea8sfactory Academirogress by the end of their probation period will be terminated.
Any student that is terminated from the program may appeal the decision. All appeals and/or request for
admission must be made in writing to the Appeals Committee within 15 days dtittemtsbeing notified of
his/her probation or termination.

Appeal Procedure

If a student is determined to not be making Satisfactory Academic Progress the student may appeal
determination. The student will submaiwritten appeal to the Appeals@mittee on the SAP Appeal Form with
supporting documentation as to the reasons why the determination should be reversed. This information sht
include what has changed about the student’ s abit L
circumstances) that will allow them to achieve Satisfactory Academic Progress by the next evaluation period.

Appeal documestwill be reviewed by the Appealso@mittee consisting of a Director of Education, Faculty
Instructor, ad Director of Financialid. A decision will be made and reported to the student within 15 calendar
days. The appeal and decision documents will be retained in the student file. If the student prevails upon
appeal, the Satisfactory Academic Progress determination willveesesl and federal financial aid will be
reinstated as applicabl&tudent will be placed on Financial Aid probation.

Noncredit Courses: Noncredit courses do not apply to this school. Therefore, these items have no effect on
the schools Satisfactory Progess Standards.

Appeal

A student who has bedaehaviorally put on warning, term action plan, probation or dismissed may appeal the
determination if special or mitigating circumstances exist. The student may appeal, in writing by either email
correspondence or written letter wittd days of the event, to the Campus Director. The student should explain
what type of circumstances contributed to the problem and what plans the student has to eliminate those
potential problems in the future. The decision of the College is final apdhatde further appealed. Decisions
regarding readmission will be based upon factors such as grades, attendance, student account balance, cont
and the student’s commit ment droppedstudemsp Wwhe areereatinhiteed wllr o
sign anew Enrollment Agreement and will be charged tuition consistent with the existing published rate.

Application of Grades and Credits

The grade policy above describes the i mpact of e
rateof progress, gand‘dW®¥’s (owi t“HFdr gvwm)i ,| uaree counted as
as hours successfully completed. A*W wild.|l not b
reaching 60% of thetermwillesul t i n the student receiving an *“

General Attendance Policy

All students must be officially registered for a class to attend the class or to receive a grade. Contra Costa Mec
Career College instructors cannot permit unregistered students nd attelass and cannot issue grades to
unregistered students. Tardiness and early departure from classes accrue with the potential for a cumulative €
on absences. Any dispute about attendance must be addressed by the student in writing to the Gaapus Di
Once grades have been issued and credit awarded, neither the coursework nor the grade can be removed frc
student’s transcript and tuition wil!/| not be ref
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up examinations or classsignments missed due to extusedabsence or excused tardiness. Work must be
completedmmediately upon returand in the same delivery method as originally requigtddents may not
makeup exams or homework missed due to an unexcused absereeised absence still counts as an absence.
Students may not miss more tha@% of the requireghrogram/course clock hourStudents are reged to
complete 90% of total clock hour&00% of the hours required during the clinical externship portion of the
program must be completeBeing tardy to class is strongly discouragBding tardy is coming to clads14
minutesafter the designated start time. Tardiness and leaving early have a negative effect on the grades. B:
tardy more than 15 minutesasnsidered an absence and leaving more than 15 minutes early is also consider:
an absenceStudents will be warned in writing when they are in danger of being dismissed for excessiv
absenteeism or tardineska student is in violation of this policgnd exceeds the maximum allowed absences,
he/shewill be dismissed andill need to ask for radmittancelf re-admittance is granted, the student \Wwalve

to start the program over and will leEsponsible fopayingall published tuitiorchargesandfeesassociated with

the progranif a student does not meet graduation requirements, records of his/her attendance and grading
be maintained through official transcripts.

E-Learning-100% attendance is required for completion of the Comprehensive Bdgkclaanced Phlebotomy
ontline coursesStudents are required to successfully complete 100% le&aing coursework to receive a
certificate of completion for both Comprehensive Basic and Advanced Phlebotelimg.on

Disciplinary Term Action Status

Students may also be placed arisciplinary Term Action Plan for reasons including but not limited to
unacceptable conduct, violation of the uniform policy or drug or alcohol use. These students will be close
monitored by their instructors and can lgniissed for noitompliance.

Change of Course Policy

Any student wishing to transfer from one course to another after beginning the coursework must:

e Enrol |l in the new course of study through the
Arrange to satisfifinancial requirements of the contract regarding the dropped course. The refund policy wil
determine the financial obligations.

Course Scheduling

Contra Costa Medical Career College does not allow any course substitutions or changes in anyJicamtgmasn
may drop a course prior to the end of the cancellation period, whictoerttle seventh day aftenroliment or
on the firstday of instruction, whichever is latéddo grade will begiven,and no tuition will be charged, but the
student must drop theourseprior to the end of theancellation periodo avoid incurring a tuition charge or
receiving a grade.

RetakeMake-Up Policy

The studentmay make up exams and assignments missed dueetaccasedabsencenly. An excused absence

is defined as any absence caused byrdareseen circumstanceThe student must notify the school either by
calling the business office and/on@iling the instructor on the day of the absengerior. If the student makes

no attempto contact the school regarding his/her absence, the absence will be considered unexcused and
missed work, including exams, will not be allowed to be madé&lipzork must be made upnmediately upon

the students return or credit will not be givémake-ups must be done prior to or after regularly scheduled
program hours. Makaps will not be allowed during class tinfRe-taking exams in which the student received

a “D” or “ F7If there are extenuaing Icicwnstances for the failinglgra grade appeal may be
initiated. (See grade appeals)

Graduation RequirementsA Certificate of Completion will be awarded to those students meeting the graduatior
requirements. Students eligible for certificates of completion are those who hafectaily completed their
courses of study with appropriate numbecloitk-hourswith a cumulative grade point average of,Z30 for

Surgical Technology , passed the final exam(WBt hfbet SBar ggec e
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and hae fully paid all tuition chargesStudents must meet all minimum attendance requirements as stated ol
pagel? of this catalogRefer to the Surgical Technology section for graduation criteria.

Grade Appealslt is the responsibility of faculty tarticulate and communicate course requirements and
standards of performance to students at the beginning opeagfam and apply all grading criteria uniformly

and in a consistent and timely manner. Grades submitted by faculty are presumed to be Acstuidgat who

has questions about a grade received within a program or course should ordinarily seek to resolve the issue
immediately by first consulting with the instructor. If the issue has not been resolved after consultation, and tt
student believethere are grounds for appealing the grade, the student may invoke the grade appeal procedur
outlined below.

Grounds for a Grade Appeal Students can appeal a grade only when they can document that one or
combination of the following has occurred:

*  Arror in calculating the grade

e Failure of the instructor to notify students ¢
* Assignment of a grade based on reasons other t
 Assi gnme n ted om factoas othpar thath studbnaashievement, e.g., prejudice or discrimination

e I nconsistent or inequitably applied standards
e | f the student believes that t hationgrsaxdathamrassneatias e
defined in these policies and procedures, the student should proceed under the procedures in this catalos
“Compl aints Relating to Discrimination and Sexua

The Process/NVhen students believe that they have grounds for appealing a grade issued by an instructor
because of an occurrence of one or more of the above mentioned circumstances, the following procedures i
be followed:

1. The student must submit a written appgedaheProgram Lead Instructor within 5 days of issuance of the
grade. If the immediate instructor is the Léastructor, an alternate Instructor within the program will be
assigned the appeal.

2. The student must provide clear documentation that deratassthe occurrence of one or more of the above
listed grounds for appeal. Documentation may be in the form of email correspondence, proof of graded
assignments, etc.

3. The student must also provide evidence of the level of achievement in suppodpgeébkproving the
particular grade that the student believes he/she should have been awarded.

4. If the evidence meets the criteria, he ogr am Lead I nstructor, or alte
statement tohe Campus Directdor final revien, which the Campus Director must provide within 5 days.

Change of Academic ProgramStudents may apply for a change of academic program at any time, providec
they are not dimissed or terminated for behavioral reasfsom their current program. Applicamm for such a
change does not, however, mean automatic acceptance into the new piBgtenng a program after the
program has started in not permitted. The student will only be able to start a new program on the following coh
start dateOfficial aceptance into the new program occurs only when the student receives official notificatior
and the student has met all admission requirements specific to that program. Students on probation must su
their request for a change of program to AlaenissionsCounselorof Contra Costa Medical Career College for
approval. The third and any subsequent application for a change in program must be accompanied by a lett
intent that must be approved by Gampus Director. This letter should explain the reasothi® change along

with the plan for completionThe student mustrenge to satisfy financial requirements of #r@rollment
agreementegarding the droppdérogram The refund policy will determine the financial obligations

Grade Reporting
All grades argosted on Diamondr submitted to the students directBtudents are given a lag to the student
portal through Diamondhi ch i s the coll ege’s online grading
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their grades.Grades are not gan over the telephone. Students may request an unofficial transcript from the
Administrative staff Grades are reportexhly for student®fficially registered in a class. Students should direct
guestions regarding the accuracy of a grade to their instridie to the requirements of each course, instructors
are allowed aeasonable time to submit grades.

Leaveof-Absence Policy

A student may not take a leave of absence during the didactic portion of their program/course if they are enro
in alinear program. If the student is enrolled in Medical Assisting, or Medical Assisting with Phlebotomy and |
becomes necessary for a student to interrupt their didactic portion of their program they may be eligible to tak
Leave of Absence ibetween a mdule. A leave of absence may be granted for specific situations including
lliness, Family Emergency, Financial Difficulties, Pregnancy, or Death in family. A leave of absence must
approved by the Program Director. A request for a leave of absentbenuside in writing and signed by the
student. The student must include a reason for the request. The student must attest to understanding the proce
and implications for return (or failure to do so). If a leave of absence is approved, the studemtgrahted a
leave of absence for up to a maximum of 180 days or % the published program length, whichever is shorter.
it becomes necessary for a student to interrupt their externship training, a leave of absence may be grante
specific situatios including lliness, Family Emergency, Financial Difficulties, Pregnancy, or Death in family. A
leave of absence during externship must be approved by the Director of Career Services. A request for a leay
absence must be made in writing and signethbystudent. The student must include a reason for the request in
order that CCMCC may have reasonabl e expectatio
understanding the procedures and implications for return (or failure to do soyefolegbsence period may not
exceed 180 days within any -h2onth period or ¥z the published program length, whichever is shorter. Under
normal circumstances, a student may not take more than one leave inrmonth?period. However, a student
may be grani more than one leave of absence in the event unforeseen circumstances arise, such as me
reasons affecting the student or a member of the
jury duty, provided that the combined leaves ofealoe do not exceed 180 days within tharidhth period or ¥2

the published program length, whichever is shorter. If the student does not return following the leave of abse
period, CCMCC will consider the student as having permanently withdrawn andopiyl iés refund policy,
which wil |l be based on the time elapsed in the s
of attendance.

Withdrawal Policy

If the student wants to make a Permanent Withdraw from ghegram/course, a request withdrawal must be
made in writing and signed by the student. The student must include a reason they are withdrawing from the
program/course. If the student withdraws, the student will be permanently dropped from the program and a
refund will be made in accordance with the CCMCC refund policy.

Repeating Courses

The College’s programs ar e de sandgrogeaths theseforaepsatng co@ses
is not applicable to the programs offered at Contra Cosi@iddl Career Colleg&tudents who need to repeat a
particular course wilbe dropped from the program and will have t@neoll at a later date. The student will be
responsible for the full program tuition once the restart the program.

Maximum Time (in clock hours)in Which to Complete

(VA benefits are paid for approved program length only)

Students are not allowed to attempt more than 1 and 1/2 times, (150%) of the number of clock hours in tt
program of study. This ensures that studentsaeithplete their program within the maximum time frame.

Maximum Length of Time (in clock hours) for Course Completions
(VA benefits are paid for approved program length only)
Phlebotomy Technician:8D hours
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Maximum Length of Time (in clock hours)for Program Completions
(VA benefits are paid for approved program length only)

Surgical Technology2040 hours Pharmacy Techniciam®24hours
Sterile Processing Techniciaids0 hours Medical AdmirBilling/Coding Specialist480 hours
Clinical Medical Assisting480 hours EKG/ECG Technician480hours

Maximum Class Enroliment

The maximunenrolimentfor each class at Contra Costa Medical Career College vl bidentgper instructor
during lecture(Surgical Technologynd Diagnostic Medical Sonograpmaximum is 8 studentger instructor
during lecturg This means that each instructor will hax@more than 8 students per class sen during each
programDuring the skills laboratory portion of the training the maximum student to instructor ratio is 15 student
to 1 instructor (Sigical Technology maximum is udents to 1 instructor).

English Language Proficiency

Contra Costa Medical Career College does not provide English as a Second Language instruction. Students
required to speak English when an instructional setting necessitates the use of English for educational
communication purposes. All courses are taught in English.

Academic Dishonesty

Academic dishonesty includes cheating, plagiarism and any attempt to obtain credit for academic work throt
fraudulent, deceptive, or dishonest means. Below is a list of gbthe forms academic dishonesty may take:

e Using or attempting to use unauthorized mater.]

e Submitting work previously submitted in anothe
 Si oraneramindtion by surrogate or acting as a surrogate

* Representing the words, ideas, or work of anot
e Conducting any act that defrauds the acadeasi c

or work as one’s own. As such, pl agiarism const.
form is a grave offense and will not be tolerated. If an instructor determines there is sufficient evidence
academic dishonesty on the pafra student, the instructor may exercise one or more of the following options

* Require a timed writing sample to be given on
e Require that the work be rewritten

* | ssue a | grade forahe assignmdntai | i ng

e Issue a |l owered orl faialisngdenads faesi ghmeobunp!
grounds of academic dishonesty, the instructor must inform the student that academic dishonesty figured into
calculaion of the grade. The student may exercise his/her right to appeal the grade by requesting a disciplin

hearing convened by Contra Costa Medical Career
reasonable suspicion of plagiarism ton@a Costa Medical Career College so that such behavior may be
monitored and repeat of fenders identified. Not i f

request for disciplinary action or upon repeated offenses, the campus Director iatk ingaring proceedings
that may result in disciplinary action such as probation, suspension, or expulsion.

Externship/Practical Training Policies

Students may be requireddomplete gractical trainingcomponent inthe form of externship depending on the
academic discipline in which they are enrolled. This training is accomplished off campus. See each individl
program section for program specific externship requirements. At the time of completing his oichepos
academic studies, the student must be maintaining satisfactory academic progress to proceed tohis/he
externship course. Agencies and institutions that CCMCC students attend for externship as well as poter
employers require criminal and persobatkground checks. Students with criminal records that include felonies
and certain misdemeanors are not accepted by these agencies for externship or employment placement
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students are required to submit to a drug test.

Clinical Externship Guidelines:

A BACKGROUND CHECK AND DRUG SCREENING WILL BE PERFORMED ON ALL STUDENTS
PRIOR TO EXTERNSHIP PLACEMENT. N O felony and certain misdemeanor(pending charges or
convictions) are permitted. Charges include but arenot limited to: theft, grand theft, drug offenses,
burglary, breaking and entering, assault and/or batteryoffenses are not permitted.

Students will be responsible for arranging means of travel to and from their assigned externship site. This
distance of travel will vary per site location and may be located up to 70 miles away from school.

Immunization (titer ) Requirements(per Facilities requirements
Students must provide proof of immunity for the following:
1. Diphtheria/Tetanus (DT) immuration within thdast 10 years

2. MMR titer proving immunity,seconddose or booster if titer result was nemmune. (Some facilities
may require a second titer once the booster is completed).

3. Hepatits Btiter proving immunityor signed waiver to refuse

TB skin test and gpopriate followup (chest xray) within the last year

5. Varicella (chicken pox) titeproving immunityor second doséSome facilities may require a second titer
once the series is completed).

»

*ALL REQUIRED DOCUMENTS, INCLUDING RESUME AND COVER LETTER , ARE DUE BY
THE HALF WAY POINT OF THE DIDACTIC PORTION OF ALL PROGRAMS. IF REQUIRED
DOCUMENTS ARE NOT TURNED IN BY THE DUE DATE, EXTERNSH IP PLACEMENT WILL BE
DELAYED. NO ACCEPTIONS. STUDENTS WHO FAIL TO TURN IN REQUIRED DOCUMENTS
WILL AUT OMATICALLY BE DROPPED FROM THE PROGRAM 30 DAYS AFTER THE LAST DAY
OF DIDACTIC TRAINING.

BLS Policy: Per fcilities requests all students are required to submit proof of completion and 8lu$ent
certification through American Heart Association for the Healthcare ProG@vICC offers BLS classes. You
may enroll at the front desK.you are late or no showto the BLS class you will forfeit your spot and have
to re-pay to sign up.

1 CCMCC will begin the process giroviding an externship site to studerats soon as the student has

passed the didactic portion of their program amded in all paperwork/documents

1 All documents must be turned in by the due date given on the first day of clasd. dequired
documents are not turned in by the due date, externship placement WILL be delayl.

1 Students may secure their own externsiitigy but must furnish CCMCC with the name of the facility and
a contract and evaluation form. Students will have limited time (program specific) from the last day c
class to complete the externship.

1 In_the event that the student is dismissed from the facility, or does not complete the externship
hours, CCMCC will not be responsible for providing another externship site. The student may then
find his/her own externship, which cannot be a site currently contracwith CCMCC, with limited
time _to_complete it and must inform CCMCC with the name of the facility and name of the
supervisor. A clinical evaluation form from CCMCC must be sent to the facility for the student to
get credit for the clinical. The student wil no longer be covered under the school student blanket
liability insurance. This applies to all programs requiring externship.

1 Students should understand that the externship site should be treated like a regular job andntiustefore
adhere to the rules of the facility, including scheduling hours and transportation. If you are going to t
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absent from your externship, you are riegg to call the sitdAND CCMCC prior to your absence. You
are required to call every day that you miss to report on your status. Not following this policy is grounc
for dismissal.

1 Students are not allowed to contact the facility or its employees if disgsed. Violating this policy
WILL result in program expulsion.

1 Oncea student is placed in his/heexternship, all required hours must be completed no later than
6 _months following thelast day of didactic training. Students who do not complete their extership
within_this time frame will be dropped from the program and required to retake the didactic
training. The student will be responsible for payment of all program fees.

9 *1 f for any reason AWITHI N THE CONTROL Ok TH
place its student in_an_externship, a full refund of the program tuition and fees, minus the
reqgistration fee, will be refunded. (Surgical Technology student please see externship placement
information and guidelines in the Surgical Technology Handbookor specific program quidelines.)

Student Services Policies

Facilities

Contra Costa Medical Career College occuf@@800 square feet of classroom space and offices with ample
parking for tenants, students and guests. The general environment of CCMCC is professional, spacious
orderly. There aréwelve administrative officesten classrooms; ningkills laboratories a library/computer lab
area, andmindoorstudent break area. Vending machines and a copy/fax machine are available for student u
Students may access the library/ computer lab during posted hoursbiing/diomputer lab consists of twelve
computers, a printer a resource working area and an ample selection of books, magazines, and journals. Le:
rooms have a max capacity 2 studentsThere are 4astroomsavailable inthe facility.

Career and Assessment Service

CCMCC is committed to providing professional career and employment related services to current students
graduates from programs, regardless of the geographical location of our students. Dedicated personnel
provide resume review and critique; jobasch assistance; interviewing and negotiating techniques; career
development and assessment for those students seeking career direction.

Contra Costa Medical Career College does not guarantee employment

Student Services Policies, Proceduresd Resources

Contra Costa Medical Career College provides a number of services to help students attain their educational g
These services are designed for the academic, economic, and personal needs of edssitedStudent services
include student advising and scheduling, records evaluation, student finance, and other services.

Guidance and Counseling

When problems at College, home, or work interfere with academic performance, the student is encoutaged to
for a private conference with his or her Program Director, admission representative, or the Externship/Car
counselor. A student whose problems are beyond the scope of the College will be referred to outside counse
agencies.

Housing

ContraCosta Medical Career College does not assume responsibility for student housing, does not have dormir
facilities under its control, nor offers housing assista@ce bedroom apartments in the 94531 area are available
for rent, ranging from $8081,500per monthwww.apartments.com

Campus Security
A crime report is available to any student who requests such information. These reports are generated from |
police department reportSontra Costa Medical Career College policies are accorded procedosestent with
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fair process typically before disciplinary action is imposed. However, in inappropriate circumstances, studet
may be suspended prior to a hearing.

When a violation has occurred, an electronic incident report, including the date, tirokecanustances of the
alleged act, must be submitted to the Campus Director of Contra Costa Medical Career College. This ref
includes a description dhe actionsof all parties involved, names of witnesses available and documentary
evidence that suppartthe charge. Students wishing to report a violation should file the report through the
responsible administrator of the campus or atfoie faculty member. Upon receipt of the report, the Campus
Director of Contra Costa Medical Career College will detae if a Contra Costa Medical Career College policy
may have been violated by the student. If there is insufficient information to make that determination, the Cam;
Director of Contra Costa Medical Career College will notify the person making the.réghere is sufficient
information, the Student Affairs Coordinator of Contra Costa Medical Career College will contact the student.

Media Lab Regulations

Computer labs are available at the College for use by students, faculty, and staff. By usirugntaayCGsta
Medical Career College Media Lab, students agree to comply with the computer and Internet access policy
additionally agree to follow these regulations:

1) Students must sign in to use the facilities. They may be asked to show identification

2) Students may not install privately owned or acquired software on College computers. Software capgrights
strictly enforced. The Computer Software Policy provides complete details.

3) Students may not bring food or drink into the area.

4) Students may use computing resources for Coltelzded purposes only.

5) Students should minimize their use of lab printer.

Computer Software and EMail Policies

The Copyright Law of the United States (Title 17, United States Code) governs the makiogies of
copyrighted software. Copyright infringement could subject the violator to civil damages and criminal penaltie
including a fine or imprisonment.

College policy further prohibits any use or copying not authorized by the purchase agreenuemserdnder
which the college acquired the software. Unauthorized use or copying may subject employees, faculty, e
students to disciplinary action. Students may not use-thaileaddresses of other students, faculty, or staff for
purposes unrelated the College. Violations may lead to disciplinary action.

Contra Costa Medical Career College Library and Resource Center

Contra Costa Medical Career College hagledia Center with computer stations and internet access as well as
an array of books and resources available to students while on campus to check out for the day. Students car
check out materials through the receptionist.

Students with Disabilities

Contra Costa Medical Career College complies with the Americans with Disabilities Act (ADA) of 1990 anc
Section 504 of the Federal Rehabilitation Act of 1973. Accordingly, qualified persons with disabilities may no
on the basis of that disability, berded admission or subjected to discrimination in admission decisions. Further.
no qualified student with a disability, on the basis of that disability, may be excluded from any academic, reseat
counseling, student finance program, or other -pesbndey education program or activity that CCMCC
provides to all students. Students or prospective students, who want to read the complete Contra Costa Mel
Career College Policy and Procedures, Services to Students with Disabilities, should request@rcaepy f
advisor. Applications for accommodations for a disability may be sent ahmgpus Director

Student Records Policies

Transcripts and other documents received by Contra Costa Medical Career College for the purpose of admis
or recording supplemental work become the property of Contra Costa Medical Career College and will not
released or copiedithout prior permission from the stude@alifornia regulatory agencies require that student
records be kept for five years. All dmation materials and documents are collected in person or by mail. Original
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signatures must accompany forms where signatures are required. Photocopies of application paperwork are
acceptable. All records are stored in a computer database andarofifecabinets and are accessible by CCMCC
staff. In the event that Contra Costa Medical Career College discontinues operation, Contra Costa Medical Ca
Coll ege will mai | each student written cspimfdrnnatomat |
regarding the permanent storage of official trans:s
use. Students will also be advised on how to gain additional copies through theQdfter Costa Medical
Career College4041 Lone Tree Way, Suite 1@htioch, Ca. 94531(925)752900 Fax (925)755873

Transcript Requests

Students should direct requests for transcripts tdRégistrar'soffice. Due to the requirements of the Family
Educational Rights and Privacy Act of 1974, as amended, all requests for transcripts must be submitted in wri
and include the student datdofhbirthor sociad seantydnuneer.tCloseGostat h e
Medical Career College will not release transcripts without appropriate authorization from the student. Tl
Education Office issues transcripts and other official documents only after students have settled all financ
obligations to the Colleg@ll records and services are withheld from students who have any outstanding financie
obligations to the Colleg@ranscripts contain only coursework completed at the College. The requedi-takes
working days to process.

Payments and Release of Recosd

Contra Costa Medical Career College may withhol d
an enroliment agreement. If the student has made partial payment of his or her tuition obligation, Contra Cc
Medical Career College withnly withhold that portion of the grades that corresponds on a pro rata basis to th
amount of tuition or loan obligation the student has not paid. If the course of study consists of only one cour
CCMCC will withhold the grades or the transcript urti# tuition or loan obligation is paid in full.

Student Record Retention

Enrollees are advised and cautioned that state law requires this educational institution to maintain College
student records onsite for a fiyear period.Transcripts are maintained permanen@tudent records are
protected from unauthorized access. Requests for release of information by the student or from outside ager
must be made in writing. This ensures that only authorized individuals have @cirésamation requested.

Family Educational Rights and Privacy Act of 1974 (FERPA)

Contra Costa Medical Career College maintains all student records in accordance with the provisions of FER
as amended. FERPA affords students certain rights with raspietir education records. They are:

e The right to inspect and r evi-iveuds) dags ofshe dagteerCollege ¢
receivesthe requesfor access. Students should submit to the head of the academic departmehgror ot
appropriate official, written requests that identify the record(s) they wish to inspect.

e The College official wildl make arrangements fo
records maybe inspected. If the records are nohtaiaed by the College official to whom the request was
submitted, that official shall advise the student of the correct official to whom the request should be addresse
e The right to request an amendmen ntbaidvestsinaccusate ord e
misleading. They should write the College official responsible for the record, clearly identify the part of the reco
they want changed, and specify why it is inaccurate or misleading. If the College decides not to amendithe r
as requested by the student, the College will notify the student of the decision and advise the student of his ol
right to a hearing regarding the request for amendment. Additional information regarding the hearing procedu
will be provided tahe student when notified of the right to a hearing.

* The right to consent to disclosures of persona
records, except to the extent that FERPA authorizes disclosure without consent. Otierexicap permits
disclosure without consent is disclosure to College officials with legitimate educational interests. A Collec
official is a person employed by the College in an administrative, supervisory, academic, research, or supy
staff position (ncluding law enforcement unit personnel and health staff ); a person or company with whom th
College has contracted (such as an attorney, auditor, or collection agent); a person serving on the Boar
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Trustees; or a student serving on an official cort@ajtsuch aa disciplinaryor grievance committee, or assisting
another College officiah performinghis or her tasks

e A College official has a | egitimate educationa
performing a task that i s specified in his or he
education or to the discipline of a student: pro

family (e.g., counsetg, job placement, financial aid, etc.); or maintaining the safety and security of the campu:
Upon request, the College may disclose educati or
school in which that student seeks or intends tolenr

Student Complaint and Grievance Policies

Discrimination or Harassment Complaints

Contra Costa Medical Career College is committed to maintaining a working and learning environment in whi
students, faculty, and staff can develop intellectually gzsibnally, personally, and socially. Such an atmosphere
must be free of intimidation, fear, coercion, and reprisal. The College prohibits discrimination or harassment
the basis of race, ethnic or national origin, religion, age, sex, color, physmahtal disability, marital or veteran
status under any program or activity offered under its control. In keeping with this commitment, the College al
maintains a strict policy that prohibits sexual harassment, which includes harassment based onepmatesy p
childbirth, or related medical condition and inappropriate conduct of a sexual nature. This policy applie
regardless of the gender or sexual orientation of the complainant or the alleged harasser. It is College policy
all persons should emy freedom from unlawful discrimination of any kind, as well as from sexual harassment,
or retaliation for reporting a complaint. This policy applies to prohibit unlawful discrimination or harassmen
between members of the College community, including éetvstudents and other students and between students
and employees or third parties, if the College has notice regarding or control over the third party. Individuals w
engage in prohibited conduct will be subject to disciplinary action.

Grievance Procedures for Civil Rights Violations

Contra Costa Medical Career College encourages prompt reporting of complaints so that a rapid response ce
made and an appropriate action taken. Note that reporting a complaint need not be limited e samoewas

the target of the discrimination or harassment. The following person is designated to coordinate Contra Cc
Medical Career College responsibilities under the law and to ensure compliance with Contra Costa Medi
Career College policies againdiscrimination:Contra Costa Career Collegé)41 Lone Tree Way Suite 101
Antioch, Ca 94531

Hearing Procedures

Hearing committees consist of three members. The Campus Director of Contra Costa Medical Career Coll
appoints two members from thHaculty or administrative staff and the student selects one member from the
faculty. The campus Director of Contra Costa Medical Career College also designates the chairperson to con
the proceedings and report t Ingcommitteesimustbe enbiaseddm enuss i
not have had direct involvement in the case prior to the hedarges to the hearing are notified in writing of
the hearing date, time, location, and procedures at least seven (7) business days before the hearing

Hearing procedures include the following:

e A written or electronic record of ,afeenberooftbee d i
committee will take reasonable precautions to ensure that the proceedings remain confidential, unless disclo
is required by law. A designated secretary will be present to record the minutes.

* The proceedi ng Irdesof evidengemnby tridikeepdoceduyes. fThe pratadures are those
used by reasonable persons conducting a serious proceeding. The chairperson rules on all procedural quest
e The chairperson reads the charges or compl aint
» dB aide presents its case.

* Members of the committee have the right to que
e Parties may be advised by | egal counsel , but |
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e The <chair per s on rigmdoyaddtessithencomraittee if tlee pgrtybredomes abusive or persists
in presenting irrelevant evidence or information.

e | f either party fails to appear, the hearing w
« After the hedelibérategand rerders adecisionibyt simplemajority based on a preponderant
of the evidence. If the committee decides to impose a penalty, it specifies the disciplinary action to be impose
* The campus Director of Coentdrsa wXoistttae nMenda tciafl i cGa
decision and of the right to appeal.

Appellate Procedures

Students who believe they have been wrongfully or excessively penalized may appeal the hearing decision. S
an appeal must be requested in writingwmit30 days of notification of the action and must be directed to the
Director of College. In order for the Director to convene an appeals committee, the student must establish 1
there is sufficient cause for such an appeal. It is the responsibilitg sfudent to submit a clear, coherent, written
statement providing the basis for the appeal, including any supporting documentation. For an appeal to be grar
the student must present:

A reasonable possibility that the unfavorable decision waa clé y wr on g, given the
interpretation of the evidence or in the disciplinary action imposed; and new evidence that was not available
presentation at the original hearing and which, if true, creates a reasonable probability o¢iat difeision. In
addition, a satisfactory explanation must be provided for the failure to present such evidence at the hearing
the discretion of Contra Costa Medical Career College, any disciplinary action previously imposed may |
suspended pendingsgosition of the appeal. The Campus Director of Contra Costa Medical Career College wil
appoint a panel of three individuals from the faculty, administration, or both, and will designate one of them
conduct appeal proceedings. Members of the commmitest not have had direct involvement in the case prior
to the appellate hearing. A meeting time is arranged within 30 days of receiving of the request for an appeal.
relevant information is then considered by the committee, including the recordppbtieedings of the original
hearing, written statements of the case, the testimony of any witnesses for each of the opposing parties, anc
new evidence presented. The hearing procedures for the appeal will be identical to the procedures forlthe oric
hearing (see Hearing Procedures). The appeal c¢commj
and the rationale for its recommendation, is sent to the campus Director of Contra Costa Medical Career Colle
Within 14 days of receiving theecommendation, the Campus Director will send written notification of his/her
decision to the student. This decision is final. All documentation for all hearings will be kept on file. Disciplinan
expulsions are noted on student transcripts. Probatioswspnsion are also noted on transcripts but only for
the duration of the probation or suspension. Any retaliatory action of any kind by an employee or student
Contra Costa Medical Career College against any other employee or student of Contra QasthGdecer
Coll ege as a result of that person’s seeking red
other participation in these procedures is prohibited and will be regarded as the basis for disciplinary action.

Notice to Studets: ACCET COMPLAINT PROCEDURE

This institution isrecognized by the Accrediting Council for Continuing Education & Training (ACCET) as
meeting and maintaining certain standards of quality. It is the mutual goal of ACCET and the institution to enst
that educational training programs of quality are pitedi When problems arise, students should make every
attempt to find a fair and reasonabl e solution
required of ACCET accredited institutions and frequently requires submission of writtpragdnRefer to the
institution’s catalog or otherwise available froc
complaints which involve ACCET standards and policies and, therefore, are within the scope of the accrediti
agency.

Intheevent that a student has exerci sed ,andthe problem(s) t u
have not been resolved, the student has the right and is encouraged to take the following steps:
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1. Complaints should be submitted in writing and mailed, or emailed to the ACCET office. Complaint:
received by phone will be documented, but complainant will be requested to submit the complaint
writing.

2. The letter of complaint must contain the following

Name and location of the ACCET institution;

A detailed description of the alleged problem(s);

The approximate date(s) that the problem(s) occurred

The names and titles/positions of all individual(s) involved in the problem;

What was previously done to resolve the complaint, along with evidence demonstrating that tt

institution’s complaint procedure was foll

f. The name, mail address, telephone number, and mailing address of the complainant. If the
complainant specifically requests that anonymity be maintained, ACCET will not reveal his or he
name to the institution involved; and

g. The status of the complainant with thetitgion (e.g. current student, former student, etc.)

3. In addition to the letter of complaint, copies of any relevant supporting documentation should b
forwarded to ACCET (e. g. student’s enroll ment
between the student and the institution).

4. SEND TO: ACCET

CHAIR, COMPLAINT REVIEW COMMITTEE

1722 N STREET, NW

WASHINGTON, DC 20036

TELEPHONE: (202) 9551113WEBSITE: WWW.ACCET.ORG

FAX: (202) 9551118 OR (20209555306 EMAIL: COMPLAINT@ACCET.ORG

®oo o

Student Conduct and Discipline

Students are expected to conduct themselves in a responsible manner that reflects ethics, honor and
citizenship. They are also expected to abide by the regulations of Contra Costa Medical Career College. It is
student’ s r es p @eademibhohesty and integrityrared tormargfastriheir commitment to the goals
of Contra Costa Medical Career College through their conduct and behavior. Any form of academic dishone
or inappropriate conduct by students or applicants may result in psnatiging from warning to dismissal, as
deemed appropriate by Contra Costa Medical Career College. Students will be informed in writing of the natt
of the charges against them, and will be given a fair chance to refute the charges. There will lmmgifovisi
appeal of a decision.

Reasons for Probation, Suspension and Dismissal of Students from programs

Students may be disciplined for violationAfiYof CCMCC’ s pol i cies including
e Academic dishonesty

* Forgery, altering Contra Costa Medical Career College documents, or knowingly providing false information

. Di sruption of the educational or administrati
expression

* Physical absesostudents, Gohtra Ecsth Medli€al Carearn College employees, or their familie
* Verbal abuse or inti mdation of students or C

facilities including but not limited to shouting, use of profanitypther displays of hostility
e Theft of Contra Costa Medi c alCoriraCosteNedicalcChreeeG@plegep r
employee, student, or visitor

e Vandalism or unauthorized dest r ucaeértya the ppopertyCobant r
employee, student, or visitor
e Sale or knowing possession of ill egal drugs or
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e Possession, use, or threats of wuse of explosi\
property

e Lewd, i nsdeaecbehatior on €ontraoCosta Medical Career College property or by any means
communication

e Sexual har as s Sendet of CCBIEG au any of its enspboyeéstor affiliates

e Soliciting or assi s tsubjedg students to h seriousi Contra QostaaMetlicaltChreet
College sanction

e Trespassing in an area of Contra Costa Medical
failure to leave immediately an area when directed by an employeentth@pnsta Medical Career College

e Using Contra Costa Medical Career College equi
* Violation of Contra Costa Medical Career Col l e

* Violation of academic policies such as terms of praipatiy status (term action plan terms).

* Violation of amlydingpHIHAAar direcive 6f CdntrapCostaiMedjcal Career College or
its employeesViolation of HIPAA is grounds for immediate expulsion and may include jail time and/or mrgnet
penalties up to $30,000 if prosecuted.

e Any action that would grossly violate the purpo.
who comprise College

. Behavior har mf ul to Contra Cost acoracthal aremhgem@rdasr e
including but not limited to contacting an externship site or its employees or affiliates after dismissal.

e Failure to follow any safety rules or regul at]i
e Failure to 1uesl| ow ot her posted r

Disciplinary action may include probation, suspension, or dismissal from Contra Costa Medical Career Collec

Hearing Rights
In disciplinary, administrative, grievance and appeal hearings, parties have the following rights:
* To b dauripgrthe bearmgd

e To be informed of all the evidence received by
e To present witnesses

* To challenge or rebut evidence or testimony pr
e To submit evidence on behalf of their own posi

* To mak e argumsnuamdni@respond to the argument of the opposing party
e To bring another person to the hearing as supp

Student Complaint Procedure

Contra Costa Medical Career College does not expect its students to experiesegi@ars/ problems while
attending the College. However, if that circumstance does occur, the student should follow these procedures:
a. A student may lodge a complaint by communicating orally or in writing to any teacher, administrato
admissions personnalr counselor. The person receiving the complaint must (1) transmit it immediately to the
who is the administrator overseeing student complaints, or if the Director is not available, therStodent
Services Coordinatand (2) attempttoresolvecpmt ai nt s r el ated to that per
b. If a student orally delivers the complaint and the complaint is not resolved either within a reasonable perioc
before the student complains again about the same matter, the College will advise the stualeintipédint
must be submitted in writing and must provide th
procedure.

c. If a student complains in writing, the College will, witHil days of receiving the complaint, provide the
studentwitha wr i tten response, including a summary of
complaint or relief requested by the student is rejected, the reasons for the rejection will be given.

d. The student’ s partedcumpatamecd t me tdies gosniptliaomto
l i mit or waive any of the student’s rights or re
or waive the student’s rights and remedies is vo
e. If the student feels thdtd College has not satisfactorily resolved the complaint, the student has the option ¢
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notifying either or both of the following agencies: (1) the State of California, Department of Consumer Affairs
or (2) the Bureau for Private Postsecondary and Educé@BPPE)

BPPE Complaint Procedure

Any questions a student may have regarding this catalog that have not been satisfactorily answered by
institution may be directed to the Bureau for Private Postsecondary Education at Department of Consumer Aff:
2535 Capitol Oaks Drive,Suite 400 Sacramento, Californid®5833 orPO box 980818, West Sacramento,

Ca. 957980818www.bppe.ca.govoll Free Number: 1 (888) 3767589 Telephone Number: (916) 436959

Fax Number: (916) 2631897

A student or any member of the public may file a complaint about this institution with the Bureau for
Private Postsecondary Education by callindl (888) 3767589 0r by completing a complaint form, which

can be obtained on the bureau's Interet Web sitewww.bppe.ca.gov.

General College PoliciesDress Code

1 ID Badge Identification badge is to be worn at all times above the waist, with name visible.

1 Fob: Students will be assigned a fob, which will allow access upstairs to the classroom and labs. It will
be returned to their instructor by the end of the didactic portion.

1 Hair: Should have a clean and neat appearance; hair that is shoulder length or longer will be pulled
back.Hair should be natural in color. No green, blue, purpleFegtcial hair must be clean, neat and well
groomed.

1 Headwear. Religious head covers may be wpbasebaltype caps are inappropriate.

1 Jewelry: Should be appropriate to professional wear and not present a safety hazard when working wi
patients or equipment. Absolutely no piercings allowed: No lip, eyebrow, nose, bar or tongue piercings
will be pemitted.

1 NO denim attire, tank tops, halter tops, sweatshirts, low cut necklines, transparent garments, tops
exposing bare midriff, back or chest.

1 Absolutely NO sweatshirts or Bhirts with cartoons, graffiti, advertising or offensive pictures.

1 Skirts/Dresses White uniform skirts, dresses or jumpers worn are to be clean, neat and allow for the
performance of the job without restrictions. Mini dresses/skirts or long skirts that might interfere with
safety are not acceptable.

1 Uniforms/Scrubs. Uniforms can be any color, so long as they match and look professional. Scrubs are
to fit appropriately, no sagging and no extremely form fitting uniforms are to be worn. No sweat pants,
jogging pants, overalls, torn or patched pants, tight clothing @lorts, leotards, shorts or leggings).

1 Footwear. Clean, white or predominately whitather or leather likeennis shoes will be worn.

Nursing shoes are acceptable, however no open toed shoes are allowed.

1 Grooming: Fragrances: Do not wear any perfumealogne it may cause allergic reactions for some.
Many peopleare also sensitive to smell.

1 Fingernails: Nails must be clean and trimmed not to extend beyond the tips of the fingers. No artificial
fingernails are allowednly clear nail polish will be peritted.

i Tattoos: All tattoos that are visible must be covered at all times.

1 Hygiene: TheCollege and itexternshipaffiliations require high standards of personal grooming and
hygiene which iseat, clean, and professionalStudents are required to maintain an environment free
of odors.Dirty, torn or stained uniforms are not permitted.

1 Surgical Technology students please ref@o the Surgical Technology Handbook for specific
required attire and dress code.
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Copyright Infringement Policy

Violating copyright infringement laws, including unauthorized use/distribution of any materials used fo
academic purposes at CCMCC will inatvil/criminal liabilities and will be prosecuted to the fullest extent of
the law.

Visitors

No one may visit the classroom during class hours without the prior approval of the instructor and the Camj
Director.All visitors must sign in at the front desktudents may not bring children to the classroom or computer
lab or leave them at any other college location while attending class.

Cell Phone Policy

Cell phone use is not permitted during class time. Cehesare to be turned off while instructors are lecturing.
No texting during class is permitted under any circumstance. Family members may contact the school directl
case of emergency. Failure to comply with this policy is grounds for termination

Animals on Campus

Animals, other than trained service animals for persons with disabilities, are not permitted in the college facili
Violations may result in disciplinary action.

Drug and Alcohol Policy

T h e “Hdee 8dpools and Communities Act Amendmenfs 198 9" ( P426)Iclearly statedmhel O
position which universities are expected to take with regard to drug and alcohol abuse. In support of the purp
of this legislationContra Costa Medical Career College wishes to make known its concehre fbealth and
well-being of all menbers of the College communitystudents, staff, and facultyas well as the health and
well-being of the community as a whole. Contra Costa Medical Career College policy prohibits the unlawf
possession, use, distribution of illicit drugs and alcohol by students and employees on its property or as part
any of its activities. Such prohibition specifically includes, without limitation:

* Possession or use of any c o nates, oocaine HSDshallncsnogans, arel,
marijuana. The sale of any controlled substamwtech is in violation of local, state, or federal statutes.

e Giving alcohol t o anyong(@l) ar the use of dlewhol oh tempusegsat ao f
specifically authorized College activitény other conduct which involves a drogjated violation of local, state,

or federal statutes is included in this prohibition

pg.32
Rev. 7/11/2019



Programs and Courses Offered at Contra Costa MedicaCareer College

Phlebotomy Technicianl Course
Goals and PurposeThis is aCOURSE intended for avocational purposes onlydpon successful completion
of this course the student will receive a certificate of completion from Contra Costa Medical Career College
Participants qualify for certification by examination for Phlebotomy Technician 1 offered by the Nationa
Heal t hcareer Associ at i o/AdeécicidnNExbminatiod.eAfter sutcessfdl compidtian b
of the NHA examination, students will be eligible to apply to the RS for California State CertificatioCa.
state applicants must be 18 years of Agee a high school diploma or GHERgve no fiony convictions on their
record and have passed an approved certification ekaimcourseis designed tdelp studentsneet all the
criteria set forth by the state of California. CCMCC waitbvide, through didactic angracticalinstrudion,
training n venipuncture.
Pre-requisite for this course is: documentation of 1) headtie industry experience @nhderstanding that this
course is avocational in nature and intended for the purpose of continuing education and career advancen
*State certification is a requirementfor completion of this course It takes up to 90businessdays after
successful completion of all course requirements tdotain California State Certification .

Standard Occupational Classification
319097

Employment Positions
CPT 1, Phlebotomist, Phlebotomy Technician, Venipuncturist

Outcomes and Objectives:
At the end of the program the student will be able to:
Explain basic anatomy and physiology of the circulatory system.

Define “ st an drdagply thesepcireiples to@lhpsoteduges.

Practice the use of medical terminology relating to the circulatory system.

List methods of client and specimen identification.

Describe proper bedside manner.

Prepare the client for venipuncture collection.

Identify locations on the human body appropriate for venipuncture collection.

List the different colors used to code blood specimens and what they stand for.
Perform venipuncture by sterile needle and syringe, butterfly or the vacuum method.
Demonstrate howo dispense blood into tubes following syringe collection.

Perform skin punctures to obtain capillary blood specimens.

Outline postpuncture care of the client.

Prepare blood specimens for the laboratory.

List potential preanalytical sources o$pecimen error

Explain the potential risks and complicatsoof the venipuncture procedure

Describe the role of quality assurano the practice of phlebotomy

Discuss the scope of practice of tbertified Phlebotomy Technician

Outline the process of apghtion for State certification

Complete 80 hours of practical training in a clinical setting

Perform state specific number of venipuncture and capillary punctures mcalcetting
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Instructional Methods:
1 Multimedia

1 Demonstration anractical skillsPractice

1 Smalland LargeGroup Discussion

1 Handouts

1 1on 1 Instruction

9 Instructor led éctures
Instructional Hours:
0] o [PPSR Hours
1. Infection Control and Safety PreCautions.............coooviiiviiceee e eeeeeeeeeeeemmme e 2
2. Anatomy and PRYSIOIOQY. .. .ccueiiiiiiiiiiiiiie e eeer e 2
G |V =T [ or= U =T 0 011 T ] (oo Y 1
v o [T o1 1] o= 1 (o o 1 PRSPPI 1.
5. Site Selection and PreparatiQnl...............oovviiiiimeeee e e e e anea 2
6. Blood ColleCtion EQUIPIMENL........u ittt mmme e ae e e 4
A VL= 111 o1 L ! (1 = USRS 15
S TS 1 0 1 od (0 =TSR 4.
9. POSIPUNCIUIE CalB....iiiuiiiiiiii et eeeme ettt rerer e r e s e e et e e e e mmmta e e e eaa e e e eaans 2
10. Error, Risks and CompliCAtIONS. ..........uuuuiiiiii i ceeeiiee s e e ieees e e e e e e e e e e e eeeeeaneannnee 2
11. Problem SOIVING .....uuu et 1
12. Communications, Stress, Behavior, Law andcSth.................cccoiieee e 3
13, QUAIITY ASSUIAINCE ... ...uiiiiiiiiiieieeeetieaeittbt ettt e et e et e e e e e s ammt et et e e e e e e e e e e e e e s s s s mnne e e e e e e e e anane 1
14. Practical training in a clinical setting.......
40 didacticB0 Practical TrainiNg..........u.eeeiereieeeeeeeeereeriieeeae e eeeeeeaeeeeee Total Clock Hours-120

,,,,,,,

*Waiting period f or Cal i f orni a St até.udtoPmusimessdayseé é é é é é é

Course Requirements

Immunization Requirements

Students must provide proof mimunity forthe following before clinical:

1. Diphtheria/Tetanus (DT) immunization within the last 10 years

2. MMR titer or second dose

3. Hepatits B or signed waiver to refuse

4. Tuberculin skin test and appropriate folloyw or alternative leest xray within the last year

5. Varicellaimmunity(titer)

* All students must beBLS- for the healthcare provider Certified

A mandatory background checkand drug screeningis done on all students thdirst day of class.

Grade scale isas follows:
90-100% = A
80-89.9%~ B
70-79.9%=C
60 — 69.9%= D
Below 59.9= F

The final course grade is based on theorygrade andat i sf act ory” in student |
1. Theory grade is determined by:

6 lecturequizzes 25 pts each(150 pts) 50%
Affective evaluation$?ractical Skillscheck off Must complete
PracticalSkills Competency test Pass/Fall
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Final exam (150 pjs 50%
Total (300 pps) 100%

2. Practical SkillsexperiencePractical Skillsevaluations are graded on a Pass, Fail basis.

Evaluation Method

Lecture (Didactic Training) - Lecture tests will consist of multiple choice and short answer questions. Lecture
tests often cover assigned readings, group activities, lecture wotdfook materials, and clinical lab notes.
Tests are cumulative in that each test will contain questions from material covered in all previous lectures. A fii
exam will be given at the end of the coucs&ering topics from all lectures

Student Practical Training- Per The California Department of Health Servitaboratory Field Services:
A training program must provide 40 hours of practical instruction in a clinical setting that provides
access to patients whose blood is being tested by a clinicaldedtory. The program must include:

f
il
f

=A =4 =4 =4 4 4

Selection of blood collection equipment appropriate to test requisition

Preparation of a patient and infection control

Skin punctures for testing purposes from patients of varying ages, including pediatric and ggarahtric,
of varying health and obesity status

Venipunctures from patients of varying ages, health, and obesity status

Postpuncture care

Processing of blood containers after collection, including centrifugation

Proper disposal of needles, sharps, and medicsgtewa

Practical examination showing evidence of successful completion of the above curriculum

In addition, the program must ensure tGattified Phlebotomy Technicidh(CPT 1) students complete
in at least 40 hours. minimum of 10 skin punctures and 50 venipunctures and observe arterial
punctures.

In partnership with Contra Costa Community Outreach Clinic and Laboratory (CLIA# 05D2156917)
CCMCC provides 80 hours ofpractical instruction in a clinical setting that provides access to patients
whose blood is being tested by le&censedclinical laboratory.

T

=

40 hours opractical training in a clinical setting on real patiemt®se blood is being tested by a licensed
clinical laboratorywill be completed concurrently with didactic trainimgder direct supervision of
practical training instructorsSuccessful completioof all skin puncturesyenipuncturesand arterial
observationsvill count toward the CDPHLFS certification requirements

Students may request additional practice based on availability of the instructor.

Competency check lists will be maintained.

40 hoursof practical training in a clinical setting on real patients will be complefet successful
completion othedidactic training and the first 40 hours of practical training.

Students must successfully complete the 40 hours of practical training done concurrently with didac
trainingin order to proceed on to complete the remaining 40 hour practical training defguiggaduation

of the CCMCC Phlebotomy Coutse

PracticalTraining sites and locations where each student will complete the last 40 hours of tsélining
be arranged bthe Career Services Coordinator at Contra Costa Medical Career College.

Practical Training sites and locationgl be given out no later thaB0 days after the last day of the course,
or from the date in which all required paperwork/documents have been received, whichever is later.
Clinical hours aftedidacticinstruction is completed, are most likely during the day, therefore students
must beavailable during normal daytime working hours.
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2019-2020 Phlebotomy Technicianl (CPT1) Certificate Course Fees
Total Fees Charges andExpenses

Application/Registration Fee $200.00(non-refundable)
Tuition $2,850.00(refundable)
Text Book $60.00(refundablef unused
STRF fee $0.00 (nonrefundable)
Total Amount Paid to school $3,110.00

Out of pocket expensegre approximate (not paid to the institution)
Uniform/ shoes $30.00(nonrefundable)
Background check and drug screen No fee

State application fee $100.0@non-refundable)
BLS $85.0Qnonrefundable)
NHA Certification Examination $135.0@nonrefundable)
Total out of pocket expenses $35000

Estimated schedule of total charges $3460.00

2019-2020 Phlebotomy Technicianl Certificate Course Schedule
Day coursemeets Monday through Thursday from9:00am-2:00pm for 4 weeks
(May include some Fridays to makeup for holidays)
Day courseSchedule2019-2020
Classes begin Monday March®BthroughThursdayApril 23"
Classes begiMondayApril 27" through Thursday May 241
Classes begiMondayJune % through Thursday Jurgs"
Classes begiMondayJune ®"through Thursday Julg3d
Classes begiMondayJuly 27™" through Thursday Augugo™
Classes begiMondayAugust24™ throughThursdaySeptember 7"
f No class will be held Monday Septembé&¥ii@ observance of Labor Dayake up day Friday
September 11
Classes begin Monday SeptemB@&f through Thursday Octob@s™
Classes begin Monday Octobé&™through Novembet3™"
f  No class will be held Wednesday Novembéf ilobservance ofeteransday-make up day Friday
November13™"
Classes begin Monday Novembet"tBrough December 10
1 No classewiill be heldThursday November 26in observance ohanksgiving Dalylake up day
Friday Decembert

Evening coursemeets Monday and Wednesday fron:00pm-10pm for 10weeks
(May include some Fridays to makeup for holidays)
Evening courseSchedule2019-2020
Classes begin Monday March™@hrough Wednesday May 20
Classes begiWednesdawmay 271" through Wednesday July 29
f No class will be held Monday May %50 observance of Memorial Dayake up day Friday May 39
Classes begin Monday August 8irough Wednesday Octobéf 7
f Noclass will be held Monday Septembétiii observance of Labor Dayake up day Friday
September 11
Classes begin Monday Octobetf™tBrough Wednesday Decembef"16
f  No class will be held Wednesday Novembéf klobservance of Veterans Dayake up dayriday
November 13
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Weekendcoursemeets every Saturday and Sunday fron®:00am-5:00pm for 5 weeks
WeekendcourseSchedule2019-2020 (weekendsmay not be consecutive)
Classes begin Saturddarch 2% through Sundaypril 26"
f  No class will be held\pril 11" and 12"in observance of Easter
Classes begin Saturdday 30" through Sunday Jjie 28"
Classes begin Saturdayigusts8™ through Sundageptembe13”
T No class will be held Septembéf &nd @& in observance of Labor Day
Classes begin Saturday OctoBdf' through Sundajovember22'

*State Certification is aREQUIREMENT for completion of this course It takes up to 90 business days for th8tate of
California to process applications after the application has been received. Contra Costa Medical Career College will assist
you in completing all application requirements prior to submitting your application. California State Certification is
REQUIRED for Phlebotomy Technician 1 in a laboratory setting employment in the state of California.
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E-Learning: Comprehensive Basic and Advanced Oitine Phlebotomy
Goalsand Purpose Uponsuccessful completion oféseonline courseshe student will receive a certificate of
completion from Contra Costa Medical Career Collégeline Participants qualify for certification by
examination for Phlebotomy Technician 1 offered by the Natibhala | t hcar eer Associ at
Phlebotomy Technician Examination. After successful completion of the NHA examination, students will b
eligible to apply to the DH&FS for California State CertificatioiCa. state applicants must be 18 yedrsge,
have a high school diploma or GED, have no felony convictions on their record and have passed an appro
certification exam.This program is designed teelp students meet all the criteria set forth by the state of
California. CCMCC online wilprovide, throughonlinedidactic instrution, training in venipuncturtheory.
Pre-requisite for this course i) documentegdpaidexperience drawing blood on real patienjsui2derstanding
that this course is avocational in nature and intended for the purpose of continuing education and car
advancement*State Certification is a requirement for employment as a phlebotomist in the state of
Californa. It takes up to 90businessdays after successful completion of all course requirements tdotain
California State Certification .

Standard Occupational Classification
319097

Employment Positions
CPT 1, Phlebotomist, Phlebotomy Technician, Venipuncturist

Outcomes and Objectives:
At the end of the program the student will be able to:
1 Explain basic anatomy and physiology of the circulatory system.

Define “standar d pr giocplasttaabprogcéduresnd apply t hese
Practice the use of medical terminology relating to the circulatory system.

List methods of client and specimen identification.

Describe proper bedside manner.

Describe the preparatiaf the client for venipuncture collectio

Identify locations on the human body appropriate for venipuncture collection.

List the different colors used to code blood specimens and what they stand for.

Outline the process @knipuncture by sterile needle and syringe, butterfly or the vacuunodieth
Describehow to dispense blood into tubes following syringe collection.

Perform skin punctures to obtain capillary blood specimens.

Describepostpuncture care of the client.

Describe the preparatianf blood specimens for the laboratory.

List potential preanalytical sources of specimen error

Explain the potential risks and complicatsoof the venipuncture procedure

Describe the role of quality assurano the practice of phlebotomy

Discuss the scope of practice of tertified Phlebotomy Tehnician

Outline the process of apgdtion for State certification
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Instructional Method:
1 OnlingE-learning

1 Videos

9 Interactive exercises

1 Multiple choice and matching exercises
1 Quizzes

Instructional hours: The Elearning courses are availalgeline24 hours a day days a week
Instructional Hours:
Comprehensive Basic Phlebotomy

0] o [PPSR Hours
1. Introduction to Phlebotomy and the Htbaare Setting.............ccooeviiiiiiieeee e, 2.
2. Basiclnfection Contro] UniversalPrecautiongind Safety............ooovvvvvviiiiieeeeeiieeceeeeiiieens 2
3. Medical Terminologyand Systems of the Human Body.................ovvviiiccrieieeeieiviin, 2.
4. BlOOA COMPONENTS ... ..uuiiiiiiiiiiiiiieeeieeessseeeeeee e e e et et e e e e e s emamr e et eeaaeaeeeeaeassssssaaammneeeeeeeesassaannns 2
5. The CirCUlatory SYSEIML......uu i ie i e e i e e e ceeeie st e ettt enne e e e e e et e e e eaae e ammmreennnnnes 2
6. LADOIAtOrY SECHIIS. ... ...uuiiiiiiiiiiiii et eeeett ettt ettt e e e e e e eeer et e e e e e e e e e e e e e e e e e e s s s ammne e e e e e e e e e e aaans 2
7. Blood ColleCtion EQEIMENT..........uuuiiiieie e ceeeie s e e e et eeee e e e e e e e e e e e e e eeeeaeeeanmmne s 2
8. Proper Patient/Specimen IdEI0atioN .............ooooiiiiiiiiiiiicee e 2
9. SKiN PUNCLUINE PrOCEIRIL.......uuiiiiiiiiiiiiiiiiiieeetiiieeeiie ettt e e e e e e e e e s st e e e e e e e e e e e e e s e e s s s ansnnneaeseenns 2
10. VENPUNCIUIE PrOCEUULE... ...ttt ieee bttt e e et e e e e et e e e e e e e e e e e e s s e e e eeeas 2
LI ] = L [0TSR 20
Advanced Phlebotomy

ODiC ettt ettt e e e e e bbbttt e ettt e e aaaaeeeeeaeee e e e s — Hours
1. Advanced Infectious DiSease CONIOL............uiiiiiiiii e eeereer e 2.
2. ANti-COAQUIALION TREOKY.......eiiiiiiiieee e e e e e e e eeeee e s e e e e e e e e e e e e e e e eeea s nnneeeeeeees 2
3. Preanalytical SOUICES Of EITAL...........uuuiiiiiiiiiiiieeeiiie e e 2
4. Risk Factors and CompliCatiONS............uuuuuiiiiii it e e e e e e e eeeeiss s e s e e e e e e eeaeeeaeeeeeseen 2
5.Anatomical site selection and Patient Preparation............cccccueiveeeeeeeeiieieieeeee e 2
6. Recognition of problems and corrective actions to take..............ccoovvvieeeee e, 2.
7. NOMDIOOA SPECIMENT......i ittt e e e bbb e e e e s eeers e e e e e e e eees 2
8. Communication in PhIEDOtOMY...........uuiiiiiiiic e eeeer e 2
9. QUANITY ASSUIBINCE. ...ttt eee bbbttt ettt e e eeeet e e e e ettt et e e e e e aeeeeeessammeeeeaeeaaaeeaannns 2
10. Legal and Ethical Issseelated to blood collection...............cooovviiieee e 2
L0 = U (0 10 PP 20
Grading

The numerical range for this course will be:
1 80-100 =Pass
1 79 and below Fail

1. Students must take and pass all module quizzes with an 80% or higher to proceed tontloelnextStudents
will be given unlimited opeprtunities to pass each module exam.

2. Students must take and pass the final exam with an 80% or greater and will be giveriudities to do so.
The student will be required to review the course conteot for taking the test a third time.
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*State Certification is aREQUIREMENT for completion of thiscourse.It takes up to 90businessdays
after successful completion of altlidactic and clinical course requirements to obtain CaliforniaState
Certification .

Evaluation Method

Quizzeswill consist of multiple-choiceanswer question®uizzescover assignedhteractiveactivities,videos,
module contentand reading assignmentBests are cumulative in that each test will contain questions from
material covered ithroughout the entire modulé final exam will be given at the end of the course.

Clinical Component There is no clinical component to the online course. Studenexpeeted to have paid
experience drawing blood on real patients prior to registering for this course online.

2 @Comprehensi ve BGQours@ehFedodt omy
Total Fees Charges andExpenses

Application/Registration Fee $0.00(non-refundable)
Tuition $29900 (refundable)
STRF fee $0.00 (nonrefundable)
Total Amount Paid to school $299.00

Out of pocket expensegare approximate (not paid to the institution)
Textbook $65.00(norrefundable)
Total out of pocketexpenses $65.00

Estimated schedule of total charges $364.00

2 Advanced Phlebotomy Course Fees
Total Fees Charges andExpenses

Application/Registration Fee $0.00(nonrefundable)
Tuition $39900 (refundable)
STRF fee $0.00 (nonrefundable)
Total Amount Paid to school $399.00

Out of pocket expensegre approximate (not paid to the institution)
Textbook $65.00(norrefundable)
State application fee $100.0@non-refundable)
NHA Certification Examination $135.0@nonrefundable)
Total out of pocket expenses $300.00

Estimated schedule of total charges $699.00

E-l earning Phl eShconteodnuyl eCour s e

Online courses are available 24 hours a day 7 days a weeknatw.online.ccmcc.org
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Clinical Medical AssistingProgram
Goals and Purpose This Clinical Medical Assistar®Program focusesolely on the back office procedures
performed in the clinical .Medcal TenngnolagfandBasipAnatosmy and a n
Physiologywill also be coveredJpon successful completiontbiis program, the student will receive a certificate
of completion from Contra Costa Medical Career College. Participants qualify for certification by examinatio
for Certified Clinical Medical Assisting offered by the NatiahHealthcareer Association (NHA). This program
is designed to provide, thorough didacteboratoryand practicalnstruction, a basic systems overview of the
role of theprocedures of th€linical Medical Assistanin a practical settingnly. There areo prerequisites for
this program.

Standard Occupational Classification
31-9092

Employment Positions
CMA, Clinical Medical Assistant, Back Office Medical Assista@hiropractic Assistant, Orthopedic Cast
Specialist, Morguéttendant

Outcomes and Objectives
At the end of the program, the student will be able to:
Identify parts of the human body.

Describe the basic function of each body system.

Utilize medical terminology in witen and spoken communications.
Describe composition of a patient record

Define medical ternmology found in patient records

Define HIPAA

Define medical conditions, diseasasd disorders commonly treated
Perform the pcedures for rooming gatient

Obtain the vital signs of a patient including blood pressure, temperature, puiEoxand respirations
Perform basic wound care

Demonstrate proper positioning atiping for patient procedures
Demonstrate first aid for disordeof the musculskeletal system
Demonstate the collection of specimens

Locate information regarding rdeations

Take a medical history

Demonstrate the administrationafl and injectable medications
Instruct patientn preventative health practices

Call in prescriptios

Define medical abbreviations

Assgst physician with examinations

Assist physician with Minor Office Surgery

Define and demonstrate sterile technique

Demonstrate minor specimen testing and recording of results.
EKG/ECG skills trainingnstruction

CompleteimmunizationsBLS, drugscreening and background check
Use communication strategies assodatéh quality customer service
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Externship...

1 Draft a resume that clearly commuait es one’ s value to an employer
Instructional Methods:
1 Lecture
1 Collaborative discussions
1 Laboratory Skills Techniques
1 Demonstration
9 1 on 1 Instruction
1 Roleplay
1 Multimedia
1 Group activities
1 Independent Research
1 Textbook
1 Workbook
Instructional Hours:
Instructional Hours:
T 0PI C ettt Hours
1. The MEAICARECOIU. ... .ccci it e s e e e e e e e e e e e e e e e e e eesttaan i a s e e eeeeeeeaeeeeeeennnes 3
2. HI PAA and Legal | S S U B S ittt e
3. Medical Asepsis and the Osha Standard ..................coeemeeeemiiiiiiiiiie s 2
4. Sterilization and DiSINTECTHION. ......uuuiiiiiiiiiiiiiee e e e e e e s s 2
I 1= ST o ] £ 1T PP P PP PPPPPPPPP 4
6. The PhySICal EXAM.......cuuiiiiiiii i e e e e e e e e e e et e et e e e s mmmmmmman 2
7. Eye and Ear ASSESSMENt ETOCEUUIES .........coviiiiiiiiiiiiiiaeee e e e e e e e e e e e e 2
8. Physical Agents to promote TiSSue Heallng.............iiiiiiiiieeiiiieieeeeeeee e
9. The Gynecological Exam and Rratal Care ..ot 2
10. THe PeAIALIC EXAM ....uuiiiiiiiiiiiiiiiieeeaee e e e e e e e e e e e e e e sttt e e e et e e aaeaeeaeeeaaaaaannnnnsebbeeeeeeeees 5
11. Assisting wWith MiNOr OffiCE SUIGEIY......coooiiiiiiieie et 4.
12. Cardiopulmonary Procedures (EKG).........uuiiiiiiiieei it 5
13. Administration of Medication (IM, SQ, ID) ....ccciiiiiiiiiiiiirr e 5
14. Colon Procedures and Male Reproductiealth ..., 4
15. Introduction to the Clinical LabOratory .................eeeeeeiiiiiiiiiiieeeeeeee e 4.......
16. UNNAIYSIS ...oiiiiiiiieieieeet et mmmmm e e e ettt e e e e e e e e e e e e ee e e e eeeeeseseaa e e e eeeaeeaaaeeeeeeessneannnns 4
A 11T o T ] (0] o )Y/ 6
S o [T 4 T 0] o )Y S 2.....
19. Blood Chemistry & SErolOgy.........coouiiiiiiiiiii et e 2...
20. Medi cal Mi crobi ol ogy
21. Nutrition... ... e e e e e e e e 2
22. Emergency Preparedness..and..Pr.ot.ect.i.ve Practi
2 3. Emergency Medi cal Procedur €S .
24. Resume writing & Interview techniqgues.....ooeeeuvnennn.
25. Basic Anatomy & PRYSIOIOQY........uiiiiiiiiiiiiii et ceeem e e e e e e e e e e e e e aeaes 20
26. Medi cal Termi nol ogy
2 7. Laboratory practice
28.
1
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Course Requirements

Immunization Requirements

Students must provide proof of the following before clinical/laboratory:

1. Diphtheria/Tetanus (DT) immunization within the last 10 years

2. MMR titer or second dose

3. Hepatits B or signed waiver to refuse

4. Tuberculin skin test and appropriate follow or alternative leest xray within the last year

5. Varicella titer

* All students must beBLS- for the healthcare provider Certified

A mandatory background checkand drug screeningis done on all studentst the time of reqistration.

Grade scale isas follows:
90-100% = A
80-89.9%~ B
70-79.9%=C
60 — 69.9%= D
Below 59.9= F

The final course grade is basedtbeory grade for bothmodulasn d a “ s at i s f aBothonodylés i r
must be passed to pass program. In the case that terminology was already taken and passed; only core m
will be considered in final grade.

Grading:
Theory grade is determed by:

Clinical Medical Assisting Core:

12 CMA | ecture quizzes, 25 pl%% each (300 poin
Attendance, Participation, EBWIl oyability (100
CMA Homework, 20 assignmentsl0% 10 pts each (20
SkilsLabCompet ency test ..........Passlkal. .......... Co

CMA final exam 200 questions20%2 pts each (400

Medical Terminology:

8 Terminology quizzes, 50 pt&%each(400 pts) ....
8 Terminology spelling test.s.]0%25 pts each (200
8 Terminology homework assignments, 25qssh(200 pts) 10%
Terminology final exam( 200 pl086) ......oooveiririiiiiiiiiiieiieaieaannnnns
Total(2000 pts) 100%

1. Clinical evaluations are graded on a Pass, Fail basis.

2. Homeworkassignments must be turned in on time to receive credit for assigned work.

3. Skills Lab Competency Exam is mandatory “PASS
4. StudentdIUST PASSwith a 70% or higher to successfully complete the program and receive a Cetificate
Completion.

Evaluation Method

Lecture Lecture tests will consist of multiple choice and short answer questions. Lecture tests often cov
assigned readings, group activities, lecture notes, workbook materials, and clinical lab notes. Tests &ireecumule
in that each test will contain questions from material covered in all previous lectures. A final exam will be give
at the end of the course.

Student LabIn the lab setting, the student will demonstrate knowledge of lecture components by simulatin
procedures in the presence of an instructor. Students may request additional lab practice based on availabilil
the instructor. Competency check lists will be maintained. The student must satisfactorily complete the stud
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lab component of the courserereive a passing didactic course grade.

Clinical Component will be after classroom instruction is completed. 160 hours of externship training must be
completedExternship locations will be given out no later than 30 days after the last daypobg¢jeam, or from

the date in which all required paperwork/documents havereeeived, whichevas later. Externship hours are
most likely during thelay;therefore students must be available during normal daytime working hours.
2019-2020 Clinical Medical AssistingProgram Fees

Total Fees Charges andExpenses

Application/Registration Fee $200.00(non-refundable)
Tuition $3,600.00(refundable)

Text Book $330.00(refundablaf unused
STRF fee $0.00 (nonrefundable)

Total Amount Paid to school $4,130.00

Out of pocket expensegare approximate

Uniform/ shoes $30.0@nonrefundable)
Background check and drug screen No Fee

BLS $85.00

Total out of pocket expenses $11500

Optional fee- upon program completion
NHA Certification Examination $179.00 (nonrefundable)

Estimated schedule of total charges $4.424.00

2019-2020 Clinical Medical Assiging Program Schedule
Day program meets Mondaythrough Thursday from 9:00am-1:00pm for 10 weeks
(May include some Fridays to makeup for Holidays)
Day program Schedule2019-2020
Classes begin Monday Marchithrough Thursday May 241
Classes begin Tuesday MayR®rough Thursday July 80
Y No class will be held Monday May $5n observance of Memorial Dayake up day Friday May %9
Classes begin Monday August 8irough Thursday Octobel"8
f  No class will be held Monday Septembé&¥ii@ observance of Labor Dayake up day Friday
September 11
Classes begin Monday Octobetf™tBrough Thursday December®17
f No class will be held Wednesday Novembéf irlobsevance of Veterans Dayake up day Friday
November 1%
f  No class will be held Thursday Novembef"'26 observance of Thanksgivisgake up day Friday
December %

Mid -day program meets Mondaythrough Thursday from 1:30pm-5:30pmfor 10 weeks
(May include some Fridays to makeup for Holidays)
Mid -day program Schedule2019-2020
Classes begin Monday Marchhrough Thursday May 241
Classes begin Tuesday May2Brough Thursday July 30
f  No class will be held Monday May $£5n observance of Memorial Dayake up day Friday May %9
Classes begin Monday August irough Thursday Octobel8
T No class will be held Monday Septembéri@ observance of Labor Dayake up day Friday
September 11
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Classes begin Monday Octot#" through Thursday December®17
f  No class will be held Wednesday Novembéf iilobservance of Veterans Dayake up day Friday
November 13
T No class will be held Thursday Novembet'26 observance of Thanksgivisgake up day Friday
December %

Evening program meets Monday Thursday from 6:00pm-10:00pm for 10 weeks
(May include some Fridays to makeup for Holidays)
Evening program Schedule2019-2020
Classes begin Monday March#hrough Thursday May 241
Classes begin Tuesday MayR®rough Thursday July 80
1 No class will be held Monday May $5n observance of Memorial Dayake up day Friday May %9
Classes begin Monday August 8irough Thursday Octobel"8
f  No class will be held Monday Septembé&ii@ observance of Labor Pamake up day Friday
September 11
Classes begin Monday Octobetf™tBrough Thursday December®17
f  No class will be held Wednesday Novembéf ilobservance of Veterans Dayake up day Friday
November 18
T No class will be held Thursday Novembet'26 observance of Thanksgivisgake up day Friday
December %

WeekendProgram meets Saturday from 9:00am-5:00pm for 20 weeks
Weekend (Saturdayprogram Schedule2019-2020 (weeks may not be consecutive)
Classes begin Saturday Aprif through Saturday August 99

Y No class will be held Saturday May"2B observance of Labor Day

f  No class will be held Saturday Jul{ #h observance of Independence Day
Classes begin Saturday SeptembétthPough Saturday MarcH"6
No class will be held Saturday Novembel"28 observance of Thanksgiving
No class will be held Saturday Decembr 5
No class will be held Saturday Decembef #6observance of Christmas
No class will be held Saturdagnuary > in observance of New Years
No class will be held Saturday January' i observance of Martin Luther King Jr Day
No class will be held Saturday February'18 observance of Presidents Day

= =4 =8 8 48 -9
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Medical Administrative Assistant/Billing and Coding Specialist Program
Goals and PurposeUpon successful completion of program, the student will receive a certificate of completior
from Contra Costa Medical Career College. Participants qualify for certifichtioexamination for Medical
Administrative Assistant and Certified Billing and Coding Specialist offered by the NatioraihEkreer
Association (NHA).This program is designed to provide, thorough didactic and practical instruction, a basi
systems overview of the role of the medical administrative assistant in an office setting. Didactic lectures co
telephone and computer skills, medical terminojagypointment scheduling, medical record handling, filing,
transcription and general office etiquette. This program is also designed to introduce students to the mze
nationwide medical insurance programs, give students a basic knowledge of the na#gnebtit and
procedural coding systems and simplify the process of filing claim forms. There are-regyusgtes for this
program.

Standard Occupational Classification
31902

Employment Positions
MAA, Billing and Coding Specialist, BilleiCoder, Front Office Medical Assistant

Outcomes and Objectives
T After successfutompletionof this programthe studenwill beableto:

Identify partsof the humanbody
Describethe basicfunctionof eachbody system
Utilize medicalterminologyin written andspokencommunications
Definemedicalterminologycommonlyfoundin themedicalrecord
Demonstrateén ElectronicMedical Recordhow to:

1 Prepareandmaintainthe medicalrecord

1 Prepareandmaintainthe appointmenschedule

1 Conmposeandpreparanedicalcorrespondence

1 Claimprocessing
Transcribea dictatedmedicalreport

Managencomingandoutgoingfinancialtransactiongor the medicalpractice

Assistwith office emergencies

List anddiscusgheresponsibilitieof healthinsurancespecialists

Outline the confidentiality issuesin the transmissiorof sensitivepatientrecordsvia facsimile andthe

Internet

Describethe authorizatiorprocesdor a patientrequestinganappointment

T List themanagdcaremodels

1 Apply the basic stepsin coding outpatientproceduresusing ICD-10-CM, CPT, and HCPCS coding
systems

T Statethe processingstepsthat musttake placebeforea completedform canbe mailedto the insurance
company

T Completethefollowing clams accurately:

Commerciafee-for-service

Blue Cross/BlueShield

Medicare/Medicaid

CHAMPVA/TRICARE

Wo r k €ompensation

= =4 =4 8 A
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Instructional Methods
 Lecture

Independent research
Collaborativediscussions
Group activities
Demonstration

1 on linstruction
Roleplay

Multimedia

Use ofTechnology
Electronic Health Records software
Textbook

Workbook

=4 =4 4 -4 8 8 5 5 -5 2

=

Instructional Hours:
0] oo Hours

11. The Professional Medical Assistant & the Healthcare Team.........covvveieeviiiiiiiiiiieieiiieennnn,

Therapeutlc Communi cati OoNn ....ocoevviiiiiiiiiiiiinnnn 3.

Heal t hcare Laws and Heal thcare Ethizs

3.

4 .

5.

6.

7. Patient Coaching ......................................................... T
8 Technol ogy. P HC S

9. Written Communi c at R o T S
10. Telephone .T.ec.hniQU.B.Suceiiiiiiiiiiiiiiiiiiiee. 3

11. Scheduling Appointments & Patient ®rocessing
12. Heal t h ReCOT dS i e Ao
13. Daily Operations and Saf ety 2.
14. PrinciplesoP h ar mac Ol O QY i e K P

15. Heal th I nsurance Essential s ..o Ao
16. Di agnostic Coding Essentials

17. Procedural Coding Essential s ..
18. Medical Bilingand Renb ur sement Essenti al s ..ooiidiiiii...
19 Patient Accounts and Practice Mana8ement ............
20 Advanced Roles in Administration.... 2,
21. Medi c al EmMer genNCi €S i S
2 2. Skill s .and...Str.at.eg.d.8.8 i, 3.

23 Anatomy & Physiology/ Medical Terminology......
24 El ectronic Health Record Simulation ...
22. EXt ernshi p .o ..160...

120 didactic, 40 lab, 160 externshlp ......................................................... Total Clock He&%)
................................................................................................................... Qrexdieh@irs-19

Rev. 7/11/2019
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CourseRequirements:
Immunization Requirements
Students must provide proof of the following before clinical:
1 Diphtheria/Tetanus (DT) immunization within the last 10 years
MMR titer or second dose
Varicella
Hepatits B or signed waiver to refuse
Tuberculin skin tet and appropriate followp or alternative frest xray within the last year
* All students must beBLS- for the healthcare provider Certified
* A mandatory background checkand drug screeningis done on all studentsat the time of reqistration.

T
T
T
1

Grade scale isas follows:
90-100% = A
80-89.9%~ B
70—-79.9%=C
60 — 69.9%= D
Below 59.9=F

Grading:
The final course grade is based on theory grade for both modules. Both modules must be passed to pass pro

In the case that terminology wakeady taken and passed; only core module will be considered in final grade.
Medical Administrative Assistant/Billing and Coding SpecialistCore:

12 MAA lecture gizzes 25 pts each (300tS)...........ceevvvveeeeeee...3 0 %

Attendance, ParticipatigtE mp | oyabi |l ity ( 100..Ad®s) ............. C e e

MAA homewor k(200 pts) ......... v 2%
ComputerSkills Lab40 assignments, 5 pts each(200 pts). .......... 20%

MAA final exanf200 PtS)........uueeueeeiieiee e ieiiieiieeiieieeaeeannns 20%

Total (1000 pts) 100%

Medical Terminology:

8 Terminology quizzes, 50 pts each(400 pts) ....
8 Terminology spelling tests, 25 pts each (200
8 Terminology homework assignments, 25 pts per assignment(200 pts)..20%

Terminology final exam(200 Pt S) ciiiiiiiiiiiiiiiie i,
Total(1000 pts) 100%

Evaluation Method

Lecture Lecture quizzes will consist of multiple choice, short answer, and fill in the blank questions. Lecture
guizzes often cover assigned readings, group activities, lecture notes, workbook materials, and computer lab
notes. All homework assignments shibbe turned in to get credit for homework assigned. A final exam will be
given at the end of the course. All students must pass the final with a grade of 70% in order to pass the cours
Student Computer Labn the lab setting, the student will demontgrenowledge of lecture components by
simulating procedures in the presence of an instructor. Students may request additional computer lab practic
based on availability of the instructor. The student must satisfactorily complete the student computer lab
component of the course to receive a passing didactic course grade.

Clinical Componentwill be after classroom instruction is completed. 160 hours of externship training must be
completed Externship locations will be given out no later than 30 days thiédast day of thprogram or

from the date in which all required paperwork/documents have been received,whichever is later. Externship
hours are most likely during the dalerefore students must be available during normal daytime working
hours.
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2019-2020 Medical Administrative Assistant/Billing and Coding SpecialistProgram Fees
Total Fees Charges andExpenses

Application/Registration Fee $200.00(non-refundable)
Tuition $3600.00(refundable)

Text Book $40000 (refundablef unused
STRF fee $0.00(nonrefundable)

Total Amount Paid to school $4,200.00

Out of pocket expenses arapproximate (not paid to the institution)
Uniform/ shoes $30.0nonrefundable)
Background check and drug screen No fee

BLS $85.00

Total out of pocket expenses $11500

Optional fee-upon program completion
NHA Certification Examinations $198.00(nonrefundable)

Estimated schedule of total charges $4513.00

2020 Medical Administrative Assistant/Billing and Coding SpecialistProgram Schedule
Day program meetsMonday-Thursday from 9:00am-1:00pm for 10 weeks.
(May include some Fridays to makeup for Holidays)
Day program Schedule2019-2020
Classes begin Monday March#hrough Thursday May 241
Classes begin Tuesday MayR®rrough Thursday July 80
T No class will be held Monday May $£5n observance of Memorial Dayake up day Friday May %9
Classes begin Monday August 8irough Thursday Octobel"8
f No class will be held Monday Septembé&ii@ observance of Labor jamake up day Friday
September 11
Classes begin Monday Octobef™tBrough Thursday December®17
f  No class will be held Wednesday Novembéf klobservance of Veterans Dayake up day Friday
November 1%
f No class will be held Thursday Novembet'26 observance of Thanksgivisgake up day Friday
December %

Mid -day program meets Mondaythrough Thursday from 1:30pm-5:30pm for 10 weeks
(May include some Fridays to makeup for Holidays)
Mid -day program Schedule2019-2020
Classes begin Monday March#hrough Thursday May 21
Classes begin Tuesday May™&rough Thursday July 80
f No class will be held Monday May %50 observance of Memorial Dayake up day Friday May 39
Classes begin Monday August irough Thursday Octobel'8
f No class will be held Monday Septembé&ri@ observance of Labor Dayake up day Friday
September 11
Classes begin Monda@ctober 18 through Thursday December17
f No class will be held Wednesday Novembéf irlobservance of Veterans Dayake up day Friday
November 1%
f  No class will be held Thursday Novembet'26 observance of Thanksgivisgake up day Friday
Decembe 4"
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Evening program meets Monday Thursday from 6:00pm-10:00pm for 10 weeks
(May include some Fridays to makeip for holidays)
Evening program Schedule2019-2020
Classes begin Monday Marchihrough Thursday May 241
Classes begin Tuesday May&rough Thursday July 80
1 No class will be held Monday May $5n observance of Memorial Dayake up day Friday May %9
Classes begin Monday August irough Thursday Octobel"8
f No class will be held Monday Septembé&ii@ observance of Labor Dayake up day Friday
September 11
Classes begin Monday Octobef™trough Thursday December17
f No class will be held Wednesday Novembéf irlobservance of Veterans Dayake up day Friday
November 1%
f  No class will beheld Thursday November 2én observance of Thanksgivisgake up day Friday
December %

- /¢
Medical Adminisirative Agsistanty/
Billing & Coding Specialisgt
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Medical AssistingProgram
Goals and Purpose This Medical Assisting Program combines both the Clinical and Medical
Administrative/Billing and Coding programs into one comprehensive program Medical Terminology and
basicAnatomy and Physiology will also be coveréipon successful completion dfis program, the student
will receive a certificate of completion from CoatCosta Medical Career College. Participants qualify for
certification by examination foCertified Clinical Medical Assistingas well as the Medical Administrative
Assistant and Billing and Coding Specialaffered by the National Healthcareer Assaocmiat(NHA). This
program is designed to provide, thorough didataizoratoryand practicainstruction, a&omprehensiveverview
of the role of thgrocedures of thMedical AssistantThere are no preequisites for this program.

Standard OccupationalClassification
31902

Employment Positions

MA, Medical Assistant, CMA, MAA, Billing and Coding Specialist, Biller, Coder, Fr@fifice Medical
Assistant,Clinical Medical Assistant, Back Office Medical Assistant, Chiropratic Assistant, Orthopedic Cast
Specialist, Morgue Attendent

Module 1- Medical Administrative AssistantBilling and Coding Specialist
After successful completion of this program the sttidét be able to:

1 Identify partsof the humanbody
Describethe basicfunctionof eachbody system
Utilize medicalterminologyin written andspokencommunications
Definemedicalterminologycommonlyfoundin the medicalrecord
Demonstraten ElectronicMedical Recordhow to:

1 Prepareandmaintainthe medicalrecord

1 Prepareandmaintainthe appointmenschedule

1 Composendpreparanedicalcorrespondence

1 Claimprocessing
Transcribeadictatedmedicalreport

Managencomingandoutgoingfinancialtransactiongor the medicalpractice

Assistwith office emergencies

List anddiscusgheresponsibilitiesf healthinsurancespecialists

Outline the confidentiality issuesin the transmissiorof sensitivepatientrecordsvia facsimie andthe

Internet

Describethe authorizatiorprocesdgor a patientrequestinganappointment

T List themanageataremodels

T Apply the basic stepsin coding outpatientproceduresusing ICD-10-CM, CPT, and HCPCS coding
systems

1 Statethe processingstepsthat musttake placebeforea completedform canbe mailedto the insurance
company

1 Completethefollowing claimsaccurately:

Commerciafee-for-service

Blue Cross/BlueShield

Medicare/Medicaid

CHAMPVA/TRICARE

Wo r k €gmpensation

= =4 4 A

=A =4 =4 4 4

=

= =4 4 - -2

pg.52
Rev. 7/11/2019



Module 2- Clinical Medical Assisting
Outcomes and Objectives
At the end of thenodule the student will be able to:

T

= =4 =4 4 -5 4 -5 -4 -5 -5 -5 -9 -9 -9 -9 -9 -9 _-°5 -9 -9 _-9_-°2_-°2 -5 -9 -2

Identify parts of the human body.

Describe the basic function of each body system.

Utilize medical terminology in written and spokesmmunications.
Describe composition of a patient record

Define medical ternmology found in patient records

Define HIPAA

Define medical conditions, diseasand disorders commonly treated
Perform the pcedures for rooming a patient

Obtain the vital sige of a patient including blood pressure, temperature, poulgge ox and respirations

Perform basic wound care

Demonstrate proper positioning atiiping for patient procedures
Demonstrate first aid for disordeof the musculoskeletal system
Demonstate the collection of specimens

Locate information regarding rdieations

Take a medical history

Demonstrate the administrationafl and injectable medications
Instruct patientn preventative health practices

Call in prescriptions

Define medicahbbreviations

Assist physician with examinations

Assist physician with Minor Office Surgery

Define and demonstrate sterile technique

Demonstrate minor specimen testing and recording of results.
EKG/ECG skills training instruction

CompletemmunizationsBLS, drug screening and background check
Use communication strategies assodatih quality customer service

Draft a resume that clearly commuait e s one’' s val ue

Instructional Methods:

1 Instructor led_ecture

Laboratory SkillsTechniqueemonstration
Return Demonstration
Individualized Study

Small Group Discussions

Large Group Discussions
Independent Research

Role-play

Multimedia

Use of computers

Electronic Health Records software

= =4 =4 4 -4 4 -5 -9 2 -9
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1 Medi c al E M B I g B N C i B S ittt e e e
2. Skills and Strategies
3. Anatomy & Phy5|ology/Med|caI Terminology............
4 El ectronic Health Recar.d..Si.mu.l.at.ion.4.0.....................
2. Externship....

1 Independent activities

1 Billing software

1 Textbak

1 Workbook
Instructional Hours Module 1:
0] oo PP PP P TP RSTTPPRRRR Hours
1. The Professional Medical Assistant & the Healthcare Team............ccocoeeiiiiiiiiiiiiiiiiciineee e, 3
3. Therapeutlc:o mmuni c at T o P
4 . Legal e G T o I o T o N = T
5. Heal t hcare Laws and Healthcare Ethics ...
6 . |l ntroduction to Anatomy and Medical Terminol o
T.PaAtieNC 0 8 C N i N g oo 3
8 Technol ogy. PR
9 Written Communic at R o T
10 Tel ephone T eC NI QU S e e e e e e
11 Scheduling Appointments & Pati.ent P¥ocessing
12 [ == T A o T o = I o o T S o
13 Daily Operations and Saf ety .,
14 Principles of Pharmacol 0QY i e e
15. Heal th I nsurance Essenti al S i,
16. Diagnostic CodingEEs € Nt 1 Al S .o 12
17 Procedural Coding Essential s ..
18. Medi cal Billing and Relmbursement Essentials
19 Patient Accounts and Practice Management .........
20. Advanced Roles in Admii S T I @1 01 O N oo e e e e e e 2
2
2
2
2
2
1

20 didactic, 40 lab, 160 externship..........ccccevvviviiiiiieiiie e, Total Clock HeG&0
................................................................................................................. Quariteindnesdl9
Instructional Hours Module 2:

0] o [P PR Hours

1. The MediCal RECOIM........ccoi ittt eeeeeeeeeeeeee s smmmmmmmnae 3.

2. HI PAA and Legal | S S U B S i
3. Medical Asepsis and the Osha StanNdard ................ouuviiiiiiiiieee e 2

4. Sterilization and DiSINFECHION.........uuuuieiieie e b b e 2

T 1 v= LIRS o ] £ 1T TP PPPPPPPPT 4

6. The PRYSICAl EXAM.......i i e e s mmeemmmmmmnan 2

7. Eye &d Ear Assessment and PrOCEUUIES ..........uuiiiiiiiiiiiiiiii et ee e e eeaeaaeeas 2
8. Physical Agents to promote Tissue Healing .........ccoooviiiiiiiiiiiii e 2
9. The Gyneological Exam and Preatal Care ............oooviiiiiiiiiiiiiieee e 2

(O o Tl o oo [P L1 [l == U o P 5

11. Assisting With MiNOr OffiCE SUIMGEIY......uuiiiiiiiieiiiiiiie ettt 4
12. Cardiopulmonary Procedures (EKG).......ccoiiuiiiiiiiiiiiiiii e S,
13. Administration of Medication (IM, SQ, ID) .....oiiiiiiiiiieiiiieeeeere e e e 5
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14. Colon Procedures and Male Reproductive Health ..., 4

15. Introdudon to the Clinical LabOratory ............uueuuiiiiiie e 4

16. UNNAIYSIS ..oeiieieeeeeeeiiee ettt s s s e e e e e e e e e e e e e e e e e e eeaaana e e e e e e e e« s— 4

A o 01021 0 To ] 0] 1 )20 6

RS o 1Y = 0] (o o | PP 2

S =1 (oo T l @4 g 1T 4 1S3 (A ST=T 0] (oo | ST 2

20. Medi cal Mi crobiol ogy.
21. Nutrition......... e e e et e 2 ..

22. Emergency Medical ProCEAUIES..........cccoeiiiiiieecie e e e e e e e e aaees 4.

23. Emergency Preparedness and Protective Practic

24.Resumewi ting & I nterview techni qgues ....oiiiiiiiiiiiiiiiiiiiiciii i
25, Laborat or Yy PracCt i C @ i i it e e e e e
26. E X U @ T N S N i P o e e e e e e e e 1

200 didactic, 80 laboratory, 160 externship Total Clock Heu40 Quarter Credit How29

Program Requirements

Immunization Requirements

Students must provide proof of the following before clinical/laboratory:

1. Diphtheria/Tetanus (DT) immunization within the last 10 years

2. MMR titer or second dose

3. Hepatits B or signed waiver teefuse

4. Tuberculin skin test and appropriate folloyw or alternative leest xray within the last year

5. Varicella titer

*All students must beBLS- for the healthcare provider Certified

A mandatory background checkand drug screeningis done on all stueéntsat the time of registration.

Grade scale isas follows:
90-100% = A
80—-89.9%~ B
70-79.9%=C
60 —69.9%= D
Below 59.9= F

Grading:
The final course grade is based on theory grade forbothmadules a “ s at i s f aBothonodulés i r

must be passed to pass program.

Module 1- Medical Administrative Assistant/Billing and Coding Specialist

12 MAA |l ecture quizzes, 25 pts each (300 pts)
Attendance, Participation, Employability(1p0t s ) ............. e e e e e e
20 MAA homework assignment s, 10 pts each(200
40 Computer Skills Lab assignment s, 5 pts eac
MAA final €XaM( 200 Pt S ) it

Medical Terminology:

8 Terminology quizzes, 50 pts each(400 pts) ....
8 Terminology spelling tests, 25 pts each(200
8 Terminology homework assignments, 25 pts pe
Terminology final exam(200 PS.......coveueeieieie it ieeieenes 10%

Total (2000 points) 100%
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Module 2-Clinical Medical Assisting

12 CMA |l ecture quizzes, 25 pts each (300 poin
Attendance, Participation, Employability (100
CMA Homework,20a s si gnment s, 10 pts each (200points).
Skills Lab Competency test s v e,
CMA final exam 200 gquestions, 2 pts each(40
Total (1000 points) 100%

1. Clinical evaluations are graded on a Pass, Fail basis.

2. Homework assignments must be turned in on time to receive credit for assigned work.

3. Skills Lab Competency Exam is mandatory “PASS
4. StudentMUST PASSeach modulewith a 7@ or higher to successfully complete the program and receive
a Certificateof Completion.

Evaluation Method

Lecture Lecture tests will consist of multiple choice and short answer questions. Lecture tests often cov
assigned readings, group activitiesture notes, workbook materials, and clinical lab notes. Tests are cumulative
in that each test will contain questions from material covered in all previous lectures. A finakigiX{agngiven

at the end of each modulken overall grade of 70% or higher each module is required in order to successfully
complete the program.

Student Clinical Skills Lab- In the lab setting, the student will demonstrate knowledge of lecture components
by simulating procedures in the presence of an instrUstodents may request additional lab practice based on
availability of the instructor. Competency check lists will be maintained. The student must satisfactorily comple
the student lab component of the course to receive a passing didactic course grade.

Student Computer Lab- In the lab setting, the student will demonstrate knowledge of lecture components by
simulating procedures in the presence of an instructor. Students may request additional computer lab practic
based on availability of the instructdihe student must satisfactorily complete the student computer lab
component of the course to receive a passing didactic course grade.

Clinical Component will be after classroom instruction is completed. 160 hours of externship training must be
completedExternship locations will be given out no later than 30 days after the last daypodg¢inam or from

the date in which all required paperwork/documents havereeeived, whicheves later. Externship hours are
most likely during the day, thereforaidents must be available during normal daytime working hours.

2019-2020 Medical Assising Program Fees
Total Fees Charges andExpenses

Application/Registration Fee $200.00(non-refundable)
Tuition $6,650.00 (refundable)
Text Book $520.00 (refundablef unused
STRF fee $0.00 (non-refundable)
Total Amount Paid to school $7,370.00

Out of pocket expensesgire approximate

Uniform/shoes $30.0nonrefundable)
Background check and drug screen No fee

BLS $85.00

Total out of pocket expenses $11500

Optional fee- upon program completion

NHA Certification Examination $377.00 (nonrefundable)

Estimated schedule of total charges $7,862.00
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2019-2020 Medical AssistingProgram Schedule
Day program meets Mondaythrough Thursday from 9:00am-1:00pm for 20 weeks
(May include some Fridays to makeup for Holidays)
Day program Schedule2019-2020
Classes begin Monday JanuafytBrough Thursday May 21
f No class will be held Monday January"a@ observance of Martin Luther King Jr Dayake up day
Friday January 24
1 No class will be held Monday February"if observance of Presidents BDanake up day Friday
February 2%
Classes begin Monday March%érough Thursday July 80
1 No class will be held Monday May $5n observance of Memorial Dayake up day Friday May %9
Classes begin Tuesday May2®rough Thursday Octobel"8
f No class will be held Monday May $£5n observance of Memorial Dayake up day Friday May %9
f  No class will be held Monday Septembé&¥ii@ observance of Labor Dayake up day Friday
September 1M
Classes begin Monday Augusf 8irough Thursday December17
f No class will be held MondaSeptember¥in observance of Labor Dayake up day Friday
September 11
f No class will be held Wednesday Novembéf irlobservance of Veterans Dayake up day Friday
November 1%
f  No class will be held Thursday Novembef'26 observance of Thankising-make up day Friday
December %
Classes begin Monday Octobef™tBrough Thursday March 11
f No class will be held Wednesday Novembéf lobservance of Veterans Dayake up day Friday
November 1%
T No class will be held Thursday Novembet'26 observance of Thanksgivisgake up day Friday
December %
1 No class will be held Monday Decembef2irough Thursday January' 1

Mid -day program meets Mondaythrough Thursday from 1:30pm-5:30pm for 20 weeks
(May include some Fridays tomake-up for Holidays)
Mid -day program Schedule2019-2020

Classes begin Monday JanuafytBrough Thursday May 241
f No class will be held Monday January™8 observance of Martin Luther King Jr Dayake up day
Friday January 24
f No class will be heltlonday February 17in observance of Presidents Danake up day Friday
February 21
Classes begin Monday March#hrough Thursday July 80
f No class will be held Monday May $£5n observance of Memorial Dayake up day Friday May %9
Classes begin Tuesday May®rough Thursday Octobel"8
f No class will be held Monday May %50 observance of Memorial Dayake up day Friday May 39
f  No class will be held Monday Septembé&¥ii@ observance of Labor Dayake up day Friday
September 1"
Classes begin Monday August 8irough Thursday December'17
f  No class will be held MondaSeptember¥7in observance of Labor Dayake up day Friday
September 11
T No class will be held Wednesday Novembeéf irlobservance of Veterans Dayake up day Friday
November 1%
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f  No class will be held Thursday Novembef'26 observance of Thankistng-make up day Friday
December %

Classes begin Monday Octobef™tBrough Thursday March 11
f  No class will be held Wednesday Novembéf ilobservance of Veterans Dayake up day Friday
November 18
T No class will be held Thursday Novembet'26 observance of Thanksgivisgake up day Friday
December %
1 No class will be held Monday Decembef2firough Thursday January' 1

Evening program meets Monday- Thursday from 6:00pm-10:00pm for 20 weeks
(May include some Fridays to makeup for Holidays)
Evening program Schedule2019-2020
Classes begin Monday JanuafytBrough Thursday May 241
f  No class will be held Monday January"™8 observance of Martin Luther King Jr Dayake up day
Friday January 24
f No class will be held Monday Febrnyal 7" in observance of Presidents Danake up day Friday
February 21
Classes begin Monday March#hrough Thursday July 80
T No class will be held Monday May $£5n observance of Memorial Dayake up day Friday May %9
Classes begin Tuesday May®rough Thursday Octobel"8
1 No class will be held Monday May $5n observance of Memorial Dayake up day Friday May %9
f No class will be held MondaSeptember¥in observance of Labor Dayake up day Friday
September 1M
Classes begin Monday Augugf 8irough Thursday December17
T No class will be held Monday Septembé&¥ii@ observance of Labor Dayake up day Friday
September 11
f  No class wil be held Wednesday November"lifh observance of Veterans Dayake up day Friday
November 1%
f No class will be held Thursday Novembet'26 observance of Thanksgivisgake up day Friday
December %
Classes begin Monday Octobef™tBrough Thursdaparch 11"
f  No class will be held Wednesday Novembéf irlobservance of Veterans Dayake up day Friday
November 1%
f  No class will be held Thursday Novembef'26 observance of Thanksgivisgake up day Friday
December %
1 No class will be held Maitey December Zithrough Thursday January' 1
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Medical Assisting with Phlebotomy
Goals and Purpose: This Medical Assisting Programcombines the Clinical and Medical
Administrative/Billing and Coding, EKG/ECG Technician, and PhlebotomyTechnician coursesinto one
comprehensive program Medical Terminology antlasicAnatomy and Physiology will also be coverégphon
successful completion dhis program, the student will receive a certificate of completion from Contra Costa
Medical CareerCollege. Participants qualify for certification by examination @artified Clinical Medical
Assisting, Medical Administrative Assistant and Billing and Coding Specialist,/EKG Technician, an@PT
1 offered by the National Healthcareer Association AYHThis program is designed to provide, thorough
didactig laboratoryand practicainstruction, acomprehensiveverview of the role of th@rocedures of the
Medical AssistantAfter successful completion of the NHA examination, students will be eligible to apply to the
DHS-LFS for California State CertificatiorCa. state applicants must be 18 years of age, have a high schoo
diploma or GED, have no felony convictions on thecard and have passed an approved certification exam.
This program is designed teelp students meet all the criteria set forth by the state of California. CCMCC will
provide, through didactic and clinical insttiem, training in venipuncture.

Standard Occupational Classification
31902

Employment Positions

MA, Medical Assistant, CMA, MAA, Billing and Coding Specialist, Biller, Coder, Front Office Medical
Assistant, CMA, Clinical Medical Assistant, Back Office Medical Assistant, ChiotiprAssistant, Orthopedic
Cast Specialist, Morgue Atteaat, CPT 1, Phlebotomist, Phlebotomy Technician, Venipuncturist

Outcomes and Objectives:
Module 1- Medical Administrative Assistant/Billing and Coding Specialist
After successful completion of this pragn the student will be able to:

1 Identify partsof the humanbody
Describethe basicfunctionof eachbody system
Utilize medicalterminologyin written andspokencommunications
Definemedicalterminologycommonlyfoundin the medicalrecord
Demonstrat in ElectronicMedical Recordhow to:

1 Prepareandmaintainthe medicalrecord

1 Prepareandmaintainthe appointmenschedule

1 Composendpreparanedicalcorrespondence

1 Claimprocessing
Transcribeadictatedmedicalreport

Managencomingandoutgoingfinancialtransactiongor the medicalpractice

Assistwith office emergencies

List anddiscusgheresponsibilitiesof healthinsurancespecialists

Outline the confidentiality issuesin the transmissiorof sensitivepatientrecordsvia facsimie andthe

Internet

Describethe authorizatiorprocesdgor a patientrequestinganappointment

T List themanageataremodels

T Apply the basic stepsin coding outpatientproceduresusing ICD-10-CM, CPT, and HCPCS coding
systems

1 Statethe processingstepsthat musttake placebeforea completedform canbe mailedto the insurance
company

1 Completethefollowing claimsaccurately:

= =4 4 A

=A =4 =4 4 4

=
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Commerciafee-for-service
Blue Cross/BlueShield

Medicare/Medicaid
CHAMPVA/TRICARE
1 WorkersCompensation

= =4 4 A

Module 2- Clinical Medical Assistant
Outcomes and Objectives
At the end of thenodule the student will be able to:

=4 =4 4 -4 4 5 5 4 -5 -4 -5 -4 -5 -9 -9 -9 -9 -9 -9 -9 _-49_-°9-°9_-°5_-°9_-°-°

Identify parts of the human body.

Describe the basic function of each body system.

Utilize medical terminology in written and spokesmmunications.
Describe composition of a patient record

Define medical ternmology found in patient records

Define HIPAA

Define medical conditions, diseasasd disorders commonly treated
Perform the ppcedures for rooming a patient

Obtain the vital sige of a patient including blood pressure, temperature, pulgge ox and respirations

Perform basic wound care

Demonstrate proper positioning atiicping for patient procedures
Demonstrate first aid for disordeof the musculoskeletal system
Demonstatethe collection of specimens

Locate information regarding rdieations

Take a medical history

Demonstrate the administrationafal and injectable medications
Instruct patientn preventative health practices

Call in prescriptions

Define medical abbreviatis

Asdgst physician with examinations

Assist physician with Minor Office Surgery

Define and demonstrate sterile technique

Demonstrate minor specimen testing and recording of results.
EKG/ECG skills training instruction

CompletemmunizationsBLS, drug sceening and background check
Use communication strategies assodiatith quality customer service

Draft a resume that clearly commuanit es one’' s val ue

Rev. 7/11/2019
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Module 3-EKG/ECG Technician/Phlebotomy Technician 1

Outcomes andObjectives
At the end of thenodule the student will be able to:

T
T

= =4 4 -4 4 5 5 4 -5 -4 -5 -4 -5 -9 -4 -9 -9 -9 -9 -9 _-49_-9_-°9_-°2_-9-42_-°9_-°9_-°9_-49_-°2_-2_-2°2_-2-°2 -9

Define the anatomy, physiology, and terminology of the coronary system.

Describe the elements that cause, and the process that takes place allowing changes to be picked up by
sensors on thekin and printed out as an EKG.

Understand the necessity and placement dfdsétl EKG.

Demonstrate performance and interpretation ef42d EKG.

Demonstrate how to take a blood pressure reading.

Demonstrate how to obtain pulse and respiration assessment.

Identify and troubleshoot the different kinds of artifact.

Calculate heart rate and differentiate between types of rhythm regularity.

Identify and interpret a variety of rhythms.

Identify signs and symptoms of a patient experiencing an abnormal ceveiaic

State the criteria, interpretation and adverse effects of sinus and atrial rhythms.

State the criteria, identification, and adverse effects of junctional and ventricular rhythms.
State the criteria, identification, and adverse effects for each type of AV block.
Understand EKG changes associated with myocardial infarction.

Identify thefunction, indication, and components of a pacemaker.

Describe examples and effects of digitalis, adenosine, and antiarrhythmic medication.
Describe types of diagnostic electrocardiography and their role in testing to rule out disease.
Describe indicationscontradiction, and demonstration of Holter monitoring.

Explain basic anatomy and physiology of the circulatory system.

Define “standard precautions” and apply these p
Practice the use of medical terminology relating to theutatory system.

List methods of client and specimen identification.

Describe proper bedside manner.

Prepare the client for venipuncture collection.

Identify locations on the human body appropriate for venipuncture collection.

List the different colors sl to code blood specimens and what they stand for.

Perform venipuncture by sterile needle and syringe, butterfly or the vacuum method.
Demonstrate how to dispense blood into tubes following syringe collection.

Perform skin punctures to obtain capillargddi specimens.

Outline postpuncture care of the client.

Prepare blood specimens for the laboratory.

List potential preanalytical sources of specimen error

Explain the potential risks and complications of the venipuncture procedure

Describe the role of @ity assurance in the practice of phlebotomy

Discuss the scope of practice of the Certified Phlebotomy Technician

Outline the process of application for State certification

Complete80 hours of practical training in ainlcal setting

Perform statespecific number of venipuncture and capillary punctures in a clinical setting
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Instructional Methods:

Lecture

Independent research
Collaborative discussion
Demonstration

Return Demonstration

1 on 1 Instruction
Roleplay

Multimedia

Use of computers
Group activities
Practical training
Electronic Health Records software
Textbook

Workbook

=4 =448 -5_9_9_9_9_°2_2_-2_-°9._-2°_--°

Instructional Hours Module 1:

Legal Princi Pl @S
Healthcare Laws and Healthc&eé h i C S .....ocoiiiiiiiiiiiii i, e e
Il ntroduction to Anatomy and Medi cal Ter mi

Technol ogy.

Patient Accounts and Practice Management

................................................................................................................... Qrediehdlirs19

Therapeutlc Communi cati on .....ococeeviiiiiiiiiiiannn.. C e e

Pati ent CoacC hi N g o e e e e e e

5 Heal th I nsurance Essential S ..

6. Diagnostic Coding Essential S .
7 Procedur al Coding Essential s i,
8. Medical Bilingand Reimburgge nt  EsS s ent i al S .,

9
0. Advanced Roles in Administration....ccoeeveenne.
1 Medi cal E M I g @ N C i B S it e e e e e e e e e e e

nol o

Communi c at [T o T o HE T~ SR

. Written

0. Tel ephone T eChNi gUE S i e e e e
1. Scheduling Appointments & Patient Processing
2. [ ST U I S o T o = T o T o
3. Daily Operations and Saf ety .,
4.Principle T Phar Mac ol 0 0 Y oo e e

2.SKIISANAS T I @ 1 8 g 1 B S ittt e e e e e e .

3 Anatomy & Physiology/ Medi cal Term|4@ology............
4 . El ectronic Health Record Simulation........

2. EXt ernshi p i . ...160..

20 didactic, 40 lab, 160 eXIENIP .....ceeeeiiiiiiiieieeeeeee e Total Clock Hours 320
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Instructional Hours Module 2;

10 oL PSP PPPPTR Hours

1. The MeAIiCal RECOIU. .....uuiiiiiiiiiiiiiiiiee et e e e s 3

2. HI PAA and Legal | S S U B S o
3. Medical As@sis and the Osha Standard ..o 2

4. Sterilization and DiSINTECHION.........uuueiiiieee e e e e e ee e e 2

Y 1 =1 IS o 1R 4

6. The PRYSICAl EXAM......oiiiiiiiiiiii e e e et mmmmmmmmmmmmn e e e e e 2

7. Eye and Ear Assessment and ProCEAUIES ........uuiiiie i e e e e e 2

8. Physical Agents to promote Tissue Healing .........ccccccvviiiiiiiiiiiiiiiiieceee e s 2

9. The Gynecological Exam and Prenatal Care .............ooouvviiiiiiiiiiiii e 2

O g Tl o oo L= 11 ol = o T 5

11. Assisting with Minor OffiCe SUIQEIY.......ccoci i 4.

12. Cardiopulmonary Procedures (EKG)........ccooiiiiiiiiiiiiiiiiiiiiiiiiie e s e e e 22D

13. Administration of Medication (IM, SQ, ID) .....ccoiiiiiiiicee e 5

14. Colon Procedures and Male Reproductive Health ... 4

15. Introduction to the Clinical Laboratory ..........ccccoiiieeiieiiiiiiieeeeeces e b......

16. UNNAIYSIS ..iieieeeieeieiitiie ettt s e e s e e e e e e e e e e et e eeeees s mmmmmmmmmmm s seeeeeeeeeeeaeeeeeennnnnes 4

A 11T o To] (0] o )Y/ 6

RS T o (=10 0 =Y (0] (o0 Y PP PP PP PPPPIN 2

29. Blood ChemiStry & SeroOlOgY......ccciiiiiieeeiiiiiiiiieciie e e e e e e e e e e e et e e e e e e e e e e mmmma 2.....

20. MedicalMICrODIOIOgY ........cooiiiiee et e e e e e e e e e e e e e 4

22 T S T o P4
22. Emergency Preparedness and Protective PractiCes ..............ovucemmmmmmmceeeeveveeevvinnnnnnnnnn 4

23. Emergency Medi cal ProcCcedur €S i e
24. Resume writing & Interview techniqgues . ......coeoeninnnnn.
25. Laboratory pPracti Ce i,

10 P Hours
1. HIPAA COMPIANCE........cooiiieeiiiieemce e emer e e e e e e e e e e e e e e e aeeesaaaaaaaeaaeas 2
P2 |0 = Tox 1o o IO o ] 1 o 1 SR 4
3. Coronary Anatomy and PhySiOlQQY............ouuuiuuieiiiieeeeeicre e 8.
O S [ Tox 1 (o] o] 01741 [0] 0o | SO PPPPPPPP 4
5. Lead Morphology and PlaCement..............oooviiiiiiieee e 4.
6. Technical ASpects Of the EKG.........coooiiiiiiiiiiieen e e e e e e e e ean 2
7. Calculating Heart RALE............uuiiiiiiii et sreeiee e e s e e e e e e e e e e e e e e e e e anneeaaaaaaesd 4
8. How to Interpet @ RNYINM ST, 4.
9. Rhythms Originating In the SINUS NOGE.............ovuiiiiii e 4
10. Rhythms Originating In the AHUML........oooiiiiiiieeee e B
12. RhythmOriginating In the VENtrCIES............oiiiiiiii e 4
14. RNYtRM PractiCe StriPS....cooiiiiiiieii e ee e enensse e 6
15. How to Interpret a 2RPead EKG..........oouiiiiiiiii e 2.
16. Myocardial INTArCHON.. ..ot e e e e e e e e e e e e s smmeeeeeeeeeas 2
17. Artificial PACeMAKEIS........u et 2
19. Cardiac Medications and Electrical TRerapy............uuueeeiiiiieeriiiiiiiiiiiiieeeee e 2
20. Diagnostic Electrocardiographly............ooieiiiiiiiiiceeiiie e e e eanee 2
21. Electrocardiography SKillS PraCtiCe...........uuiiiiiiiiiiieeeiiiiiiieieee e 20
22. Infection Control and Safety PreCautions.............oiviiiiiiiiccmriiiiie e eevemmr e 2
23. Anatomy and PRYSIOIOQY........uuuuuiiiiiiiiiiii et 2
P N \V 1Yo [Tor= I =T 0 4T Te] (0 Y P UPPPP 1
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i Y (o 1) a1 ) Tox= 1 ([ ] TR 1.

26. Site Selection and PreparatiOnl........... ... e eeeeeer e e e e e e e eeeeeeaneenens 2
27. Blood Collection EQUIPMENT.............uuuuieieeiiimreeeeieieissee e e e e e e e ssemsnnnsseeeeeessseessesssseenss 4
28, VENIPUNCEUIE. ...ttt eeees ettt ettt et e e eeee e e et ettt e e e e e e e e e e e e e e s ammeeeaeaeeeeeaaaaaaaanns 15
PZAS TSY(] 1 0 T (= 4.
30. POSIPUNCIUIE CAIB.....euieeeeeiee ettt eeee et e e e e e et s eman e e e e e e eenan s 2
31 Error, Risks and CompliCatiONS........cccoieeiiiiiiiiiieees e 2
32 ProbIem SOIVING......cco oot e e arr e e e e e e e aaaees 1
33. Communications, StresBghavior, Law and EthiCS...........c.ooovviiiiiiiiccciieecee e 3
34, QUAIIEY ASSUIANCE. ....eevruituuuniiasseeeeeeeerttta s aasaeeeeeeaeeaesanaaaasaaaaaeaaaeeeeeeeesssssannneeeeeeeeesessnnns 1
35. Clinical PractiCalT raiNiNg ... ... v. e ee et et ettt aee e e et ettt ettt teiiiieteeaeaaanns 80

300didactic,100 laborabry, 80 Clinical Practical Training160externship
Total Clock Hours-640 Quarter Credit HoursA3
Course Requirements:
Immunization Requirements
Students must provide proof of the following before clinical:
1 Diphtheria/Tetanus (DT) immunization within the last 10 years
MMR titer or second dose
Varicella
Hepatits B orsigned waiver to refuse
Tuberculin skin test and appropriate follap or alternative frest xray within the last year
* All students must beBLS- for the healthcare provider Certified
* A mandatory background checkand drug screening is done on all studentst the time of reqistration.

1
1
1
il

Grade scale isas follows:
90-100% = A
80-89.9%~ B
70—-79.9%=C
60 — 69.9%= D
Below 59.9= F

Grading:
The final course grade is based on theory gradalifanodules All modules must be passed to pass program. In

the case that terminology was already taken and passed; only core module will be considered in final grade.

1. Clinical evaluations are graded on a Pass, Fail basis.

2. Homework assignments must be turned in on time to receive credit for assigned work.

3.PracticalS ki | | s Competency Exam is mandatory “PASS” t
4. StudentdMUST PASSeach modle with a 70% or higher to successfully complete the program and receive a
Certificateof Completion.

Module 1- Medical Administrative Assistant/Billing and Coding Specialist

Grading:

12 MAA |l ecture quizzes, 25 pts each (300 pts) ......
Attendat e, Partici pation, Employability (100 pts) ....
20 MAA homework assignment s, 10 pts each (200 pt
40 Computer Skills Lab assignments, 5 pts each (
MAA final eXam (200 Pt S ) i 10 %
Medical Terminology:

8 Terminology
8 Terminology

gu h (400 pts) ..ooeennn.
s p pts each (200 p
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8 Terminology homework assignments, 25 pts per assignment (200 pts).10%
Terminology final .ex.am..(.2.0.0...p.t.s1)0.%.......
Total (2000 pts) 100%

Module 2-Clinical Medical Assisting Grading:

12 CMA |l ecture quizzes, 25 pts each (300 pts)
AttendancePar t i ci pati on, Employability (100 pts) ...
CMA Homework, 20 assignment s, 10 pts each (200pt
Skills Lab Competency t est . o e, Coe
CMA Final 200 questions, 2 pt®weach (400 pts)
Total (1000 points) 100%

Module 3- Phlebotomy Technician and EKG/ECG Technician

Grading:

Phlebotomy:

6 lecture quizzes, 25 pts each (150 ptS) ....ovvvvviiiiiiiiiiininnen. ... 25%

Affective evaluations/Practical skills cheokf f s ......................... . Must compl et e
Practical skills Competency t @Sl . P
Final exam (150 POoi Nt S ) i e 25 %
EKG/ECG:

5 lecture quizzes, 30 pts each, lowestscoreadrapp ( 120 points) ... 20 %

5 homework assignments, 12 pts each (60 pts)
Affective evaluations/Lab cheek f f s ..o Must Compl et e
Skills Lab Competency test ...oooeiiiiiiiiiiiiiiiciiicciciiieeeneee.Pas s/
Final Exam (120 Pt S)  oeriiiiiiiiiiiiiiiiiiiiiiiiiiiiiiinns vviiieiiennnennn. 2 0%
Total (600points) 100%

Evaluation Method

Lecture Lecture tests will consist of multiple choice and short answer questions. Lecture tests often cov
assigned readings, group activétiéecture notes, workbook materials, and clinical lab notes. Tests are cumulative
in that each test will contain questions from material covered in all previous lectures. A finakidiX{agngiven

at the end of each module.

Student Clinical Skills Lab- In the lab setting, the student will demonstrate knowledge of lecture components
by simulating procedures in the presence of an instructor. Students may request additional lab practice base
availability of the instructor. Competency check lists wilhin@ntained. The student must satisfactorily complete
the student lab component of the course to receive a passing didactic course grade.

Student Computer Lab- In the lab setting, the student will demonstrate knowledge of lecture components by
simulating procedures in the presence of an instructor. Students may request additional computer lab practic:
based on availability of the instructor. The student must satisfactorily complete the student computer lab
component of the course to receive agiiag didactic course grade.

Clinical Component will be after classroom instruction is completéd0 hours of externship training must be
completedExternship locations will be given out no later than 30 days after the last daypobg¢inam or from
the date in which all required paperwork/documents havereeeived, whichevas later. Externship hours are
most likely during the day, therefore students must be available during normal daytime working hours.

Phlebotomy Techniciar Student Practical Training: Per The California Department of Health Services
Laboratory Field Services:

A training program must provide 40 hours of practical instruction in a clinical setting that provides

access to patients whose blood is being tested by a clinieddoratory. The program must include:
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T Selection of blood collection equipment appropriate to test requisition

1 Preparation of a patient and infection control

T Skin punctures for testing purposes from patients of varying ages, including pediatric ana genihtri
of varying health and obesity status

T Venipunctures from patients of varying ages, health, and obesity status

1 Postpuncture care

T Processing of blood containers after collection, including centrifugation

1 Proper disposal of needles, sharps, and mediaste

T Practical examination showing evidence of successful completion of the above curriculum

T In addition, the program must ensure that

T Certified Phlebotomy Technician | (CPT 1) students complete in at least 4Q Aonirsimum of 10 skin

punctures and 5@enipunctures and observe arterial punctures.

In partnership with Contra Costa Community Outreach Clinic and Laboratory (CLIA# 05D2156917)
CCMCC provides 80 hours ofpractical instruction in a clinical setting that provides access to patients
whose bloodis being tested by dicensedclinical laboratory.

1 40 hours of practical training in a clinical setting on real patiehtsse blood is being tested by a licensed
clinical laboratorywill be completed concurrently with didactic training under direct supervision of
practical training instructors. Successful completion of all skin punctuegspuncturesand arterial
observationsvill count toward the CDPKLFS certification requiremest

1 Students may request additional practice based on availability of the instructor.

Competency check lists will be maintained.

1 40 hours of practical training in a clinical setting on real patients will be compétexdsuccessful
completion otthedidactic training and the first 40 hours of practical training.

1 Students must successfully complete the 40 hours of practical training done concurrently with didac
trainingin order to proceed on to complete the remaining 40 hour practical training defguiggaduation

of the CCMCC Phlebotomy Course.

1 Practical Training sites and locations where each student will complete the last 40 hours ofwillining
be arranged bthe Career Services Coordinator at Contra Costa Medical Career College.

1 PracticalTraining sites and locatiomll be given out no later than 30 days after the last day of the course,
or from the date in which all required paperwork/documents have been received, whichever is later.

1 Clinical hours aftedidacticinstruction is completedare most likely during the day, therefore students
must be available during normal daytime working hours.

=

2020 Medical Assisting with Phlebotomy Program Fees
Total Fees Charges andExpenses

Application/Registration Fee $200.00(non-refundable)
Tuition $9,15).00 (refundable)
Text Book $6%.00 (refundablef unused
STRF fee $0.00 (non-refundable)
Total Amount Paid to school $10,005.00

Out of pocket expensegre approximate

Uniform/shoes $30.0@nonrefundable)
Background check and drug screen No fee

BLS $85.00

State application fee $100.00

Total out of pocket expenses $215.00
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Optional fee- upon program completion
NHA Certification Examination $647.00 (nonrefundable)

Estimated schedule of total charges $103867.00

2020 Medical Assisting with PhlebotomyProgram Schedule
Day program meets Mondaythrough Thursday from 9:00am-1:00pm for 30 weeks
(May include some Fridays to makeup for Holidays)
Day program Schedule2019-2020
Classes begin Monday JanuafytBrough Thursday July 80
f  No class will be held Monday January"a0 observance of Martin Luther King Jr Dayake up day
Friday January 24
1 No class will be held Monday February"if observance of Presidents Danake up day Friday
February 2%
f No class will be held Monday May 950 observance of Memorial Dayakeup day Friday May 29
Classes begin Monday Marchhrough Thursday Octobel"8
f  No class will be held Monday May $£5n observance of Memorial Dayake up day Friday May %9
f No class will be held Monday Septembé&¥ii@ observance of Labor Dayake up day Friday
September 11
Classes begin Tuesday MayR®rough Thursday December17
f  No class will be held Monday May $£5n observance of Memorial Dayake up day Friday May %9
T No class will be held Monday Septembé&¥ii@ observance of Labor Dayake up day Friday
September 11
f No class will be held Wednesday Novembéf lobservance of Veterans Dayake up day Friday
November 1%
f  No class will be held Thursday Novembef'26 observance of Thanksgivirgake upday Friday
December %
Classes begin Monday August 8irough Thursday March 11
f No class will be held Monday Septembé&¥ii@ observance of Labor Dayake up day Friday
September 11
f  No class will be held Wednesday Novembéf klobservance of \terans Daymake up day Friday
November 1%
f No class will be held Thursday Novembet'26 observance of Thanksgivisgake up day Friday
December %
No class will be held December 21 through Janugry 1
f No classes will be held Monday January' ii8 observance of Martin Luther King Jr Dayake up day
Friday January 2%
f No classes will be held Monday February'1% observance of Presidents Danake up day Friday
February 19

=

Classes begin Monday Octobef™trough Thursday May 20

T No class will be held Wednesday Novembéf irlobservance of Veterans Dayake up day Friday
November 1%

f  No class will be held Thursday Novembet'28 observance of Thanksgivisgake up day Friday
December %

1 No class Wl be held December 21 through Januaty 1

f  No classes will be held Monday January' i8observance of Martin Luther King Jr Dayake up day
Friday January 29
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f No classes will be held Monday February'1% observance of Presidents Danake up day Friday
February 19

Mid -day program meets Mondaythrough Thursday from 1:30pm-5:30pm for 30 weeks
(May include some Fridays to makeup for Holidays)
Mid -day program Schedule2020

Classes begin Monday Janu&fthrough Thursday July 80
f No class will be held Monday January"@ observance of Martin Luther King Jr Dayake up day
Friday January 24
1 No class will be held Monday February"if observance of Presidents BDanake up day Friday
February 21
1 No class will be held Monday May $5n observance of Memorial Dayake up day Friday May %9
Classes begin Monday Marchihrough Thursday Octobel"8
f No class will be held Monday May $£5n observance of Memorial Dayake up day Friday May %9
f No class will be held Monday Septembé&¥ii@ observance of Labor Dayake up day Friday
September 11
Classes begin Tuesday MayR#rough Thursday December17
T No class will be held Monday May 950 observance of Memorial Dayake up day Fridaiylay 29"
T No class will be held Monday Septembé&¥ii@ observance of Labor Dayake up day Friday
September 11
f No class will be held Wednesday Novembéf lobservance of Veterans Dayake up day Friday
November 1%
f  No class will be held Thursddyovember 28 in observance of Thanksgivisgake up day Friday
December %
Classes begin Monday August 8irough Thursday March 11
f No class will be held Monday Septembé&¥ii@ observance of Labor Dayake up day Friday
September 11
f  No class willbe held Wednesday Novembef"lih observance of Veterans Dayake up day Friday
November 1%
f  No class will be held Thursday Novembef'26 observance of Thanksgivisgake up day Friday
December %
1 No class will be held December 21 through Janugry 1
f No classes will be held Monday January' i8observance of Martin Luther King Jr Dayake up day
Friday January 2%
f No classes will b held Monday February 15n observance of Presidents Danake up day Friday
February 19
Classes begin Monday Octobetf™tBrough Thursday May 20
f No class will be held Wednesday Novembéf irlobservance of Veterans Dayake up day Friday
November 13
1 No class will be held Thursday Novembef"26 observance of Thanksgivirgake up day Friday
December %
1 No class will be held December 21 through Janudry 1
T No classes will be held Moag January 18in observance of Martin Luther King Jr Dayake up day
Friday January 2%
f No classes will be held Monday February"16 observance of Presidents Bayake up day Friday
February 19
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Evening program meets Monday- Thursday from 6:00pm-10:00pm for 30 weeks
(May include some Fridays to makeup for Holidays)

Evening program Schedule2020

Classes begin Monday JanuafytBrough Thursday July 80

)l
T
)l

No class will be held Monday January"™0 observance of Martin Luther King Jr Dayake up day
Friday January 24

No class will be held Monday February"if observance of Presidents BDanake up day Friday
February 2%

No class will be held Monday May £5n observance of Memorial Dayakeup day Friday May 29

Classes begin Monday Marchhrough Thursday Octobel"8

T
)l

No class will be held Monday May £%n observance of Memorial Dayake up day Friday May %9
No class will be held Monday Septembé&Yi observance of Labor Dayake up day Friday
September 11

Classes begin Tuesday MayR#rrough Thursday December17

)l
1

1
1

No class will be held Monday May £5n observance of Memorial Dayake up day Friday May %9
No class will be heldlonday Septemberin observance of Labor Dayake up day Friday
September 11

No class will be held Wednesday Novembéf lobservance of Veterans Dayake up day Friday
November 1%

No class will be held Thursday Novembet'26 observance of fanksgivingmake up day Friday
December %

Classes begin Monday August 8irough Thursday March 11

1
1
1

No class will be held Monday Septembé&Yi@ observance of Labor Dayake up day Friday
September 11

No class will be held Wednesday Novembéf filobservance of Veterans Dayake up day Friday
November 1%

No class will be held Thursday Novembef'26 observance of Thanksgivisgake up day Friday
December %

No class will be held December 21 through Januéry 1

No classes will be held Moagt January 18in observance of Martin Luther King Jr Dayake up day
Friday January 2%

No classes will be held Monday February'1% observance of Presidents Dayake up day Friday
February 19

Classes begin Monday Octobef™tBrough Thursday Ma20"

il
1
1

No class will be held Wednesday Novembéf irilobservance of Veterans Dayake up day Friday
November 1%

No class will be held Thursday Novembef'26 observance of Thanksgivisgake up day Friday
December %

No class will be held Decemb2t through Januaryl

No classes will be held Monday January I8 observance of Martin Luther King Jr Dayake up day
Friday January 29

No classes will be held Monday February'1% observance of Presidents Danake up day Friday
February 19
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EKG/ECG Technician Course
Goals and Purpose Upon successful completion difiis course,the student will receive a certificate of
completion from ContraCosta Medical Career Colleg&he courseis designed to provide instruction in
electrocardiography testing and interpretation procedures used in detecting heart disethes eadimvascular
disordersThe program covers the broad spectrum of electrocardiography, the art and science aftii&Gdios
and applications, the basic building blocks of knowledge including; waves, complexes, lead morphology a
rhythms; and the more complex topics including:ld&d EKGs, axis, hypertrophy, myoceidinfarction and
pacemakersarticipants qualifyfor certification by examination through the National Healthcareer Association
(NHA). There are no preequisites for this course.

Standard Occupational Classification
292031

Employment Positions
EKG Technician, Cardiovascular Technolog&rdiovascular Technician, Cardiac Catheterization Technologist

Outcomes and Objectives
After successful completion of this program the student will be able to:
1. Define the anatomy, physiology, and terminology of the coronary system.

2. Describe thelements that cause, and the process that takes place allowing changes to be picked up by
sensors on the skin and printed out as an EKG.

Understand the necessity and placement did& EKG.

Demonstrate performance and interpretation ef42d EKG.

Demorstrate how to take a blood pressure reading.

Demonstrate how to obtain pulse and respiration assessment.

Identify and troubleshoot the different kinds of artifact.

Calculate heart rate and differentiate between types of rhythm regularity.

Identify and interpret a variety of rhythms.

10. Identify signs and symptoms of a patient experiencing an abnormal cardiac event.

11. State the criteria, interpretation and adverse effects of sinus and atrial rhythms.

12. State the criteria, identification, and adverse effectsraftjonal and ventricular rhythms.

13. State the criteria, identification, and adverse effects for each type of AV block.

14. Understand EKG changes associated with myocardial infarction.

15. Identify the function, indication, and components of a pacemaker.

16. Descrile examples and effects of digitalis, adenosine, and antiarrhythmic medication.

17. Describe types of diagnostic electrocardiography and their role in testing to rule out disease.
18. Describe indications, contradiction, and demonstration of Holter monitoring.

©o N OA®

Instructional Units/Hours of Instruction :

TOPIC Hours
1. HIPAA COMPIANCE ...ttt eee bbbttt e e et e e ettt e e e e e e e e e e e e s st e e e e e eeeaaeas 2
2. INFECHION CONLIAL.....cc it e e e e e e e e e e anaee e e e e e e e e e e eeeeeens 4
3. Coronary Anatomy and PRYSIOIQQY........uuueeeriiiiiiii e 8.
B [ Yod 1 0] 0] 01 V2510 (o0 Y PSSR 4
5. Lead Morphology and PlaCemMEeNt.............oeiiiiiiiiieeeiiiiiieeicee e 4.
6. Technical Aspects of the EKG.........ooiiiiiiii e 2
7. Calculating HEart RaALE........ccciiiiiiiiiiiieeeeiiiti et eeer e e e e e e e e e e e e e e s s s e e e e aeee 4
8. How to Interpret a RNYthm Strp.......coooiiii e 4.
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9. Rhythms Originating In the SINUS NOGE.............vviiiiiii e 4

10. Rhythms Originating In the Atrium.........ccooooiiiiiiiieee e eceeeeeviieeee e D
12. RhythmgOriginating In the VEeNtrCIES...........vvviiiiiii e 4
14. RNYthM PractiCe StriPS.....coiiiiiiiiieiiii et ee e ee e 6
15. How to Interpret @ 2Read EKG..........cooooiiiiiiiiieeees e 2.
16. Myocardial INTArCHON..........oiiie e e eeeee e e e e e e e e e e e e e e ammreeeeeeeeas 2
17. Artificial PACeMAKELS........coi i et eaenr e 2
19. Cardiac Medications and Electrical TNerapy............uuueeeiiiiieemiiiiiiiiiiiiiieeeeeeee e 2
20. Diagnostic Electrocardiographly...........ccoeiiiiiiiiiieeeie e mmmr e e 2
21. Electrocardiography SKillS PractiCe..........uuuuuuuuuuuuuimmmiiiiiiiiiiiiiiiiieiiee i 20
60 didactic, 20 laboratoryhours................. Total Clock Hours1 80 Quarter Credit Hours-7

Instructional Method:
I Lecture

i Demonstration

1 Practical Laboratory
1 Individualized Study
1 Independent Resedrc

Methods of Evaluation
1 Quizzes

Exams
Exercises
Observation
Self-Evaluation

= =4 4 A

Course Requirements
Grade scale isas follows:
90-100% = A
80-89.9%~ B
70—-79.9%=C

60 — 69.9%= D

Below 59.9= F

The final course grade is based on theory grade
1. Theory grade is determined by:

5 lecture quizzes30 pts eachowest score droppdd20 p o i.MA%s ) ...

5 homework assignments, 12 pts each (60 point

Affective evaluationd.ab checko f f s ............... ...Must complete
Skills Lab Competency test..........ccccooiiiiiiiiie e e Pass /Fail
Final exam (20 [BS). .. ..uuue et ie e iiiiiee ettt eeeieiiii, %
Total (300 pts) 100%

2. Laboratory experience: Clinical evaluations are graded on a Pass, Fail basis.

Evaluation Method

Lecture Lecture quizzes will consist of multiple choice and short answestions. Lecture quizzes often cover
assigned readings, group activities, lecture notes, workbook materials, and clinical lab notes. A final exam v
be given at the end of the course.

Student LabIn the lab setting, the student will demonstrate Kedge of lecture components by simulating

pg.72
Rev. 7/11/2019



procedures in the presence of an instructor. Students may request additional lab practice based on availabili
the instructor. Competency check lists will be maintained. The student must satisfactorily coinepsttelent
lab component of the course to receive a passing didactic course grade.

2020 EKG/ECG Technician Course Fees
Total Fees Charges andExpenses

Application/Registration Fee $200.00 (nonrefundable)
Tuition $2.15).00(refundable)
Text Book $7500 (refundabldf unused
STRF fee $0.00 (nonrefundable)
Total Amount Paid to school $2425.00

Out of pocket expensegare approximate (not paid to the institution)
Uniform/ shoes $30.00(nonrefundable)
Total out of pocket expenses $30.00

Optional fee-upon program completion
NHA Certification Examination $135.00(nonrefundable)

Estimated schedule of total charges $2,590.00

*This Program has NOT been approved for Veterans training benefits.

2020 EKG/ECG Technician Course Schedule
Morning courses meet on Tuesdays and Thursdays fro;00am-1:00pm for 10 weeks

Morning courseSchedule2020
Classes begin Tuesday MarcH"tfirough Thursday May 241
Classes begin Tuesday MayR®rrough Thursday July 80
Classes begin Tuesday Augu$ttdrough Thursday Octobel"8
Classes begin Tuesday Octobef #&ough Thursday December17
f  No class will be held Thursddyovember 28 in observance of Thanksgivisgake up day Friday
December %

Afternoon courses meet on Tuesdays and Thursdays froin30pm-5:30pm for 10 weeks

Afternoon courseSchedule2020
Classes begin Tuesday MarcH"tfirough Thursday May 241
Classes begin Tuesday MayR®rough Thursday July 80
Classes begin Tuesday Augu$ttdrough Thursday Octobel"8
Classes begin Tuesday Octobef #¥ough Thursday December'17
f  No class will be held Thursdayovember 28 in observance of Thanksgivisgake up day Friday
December %

Evening courses meet on Tuesdays and Thursdays fromrD8pm-10:00pm for 10 weeks

Evening courseSchedule2020

Classes begin Tuesday Janudhtitough Thursday March 12
Classes begin Tuesday MarcH"tArough Thursday May 241
Classes begin Tuesday May™&rough Thursday July 30
Classes begin Tuesday Augu$ttdrough Thursday Octobel"8
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Classes begin Tuesday Octobef #&ough Thursday Decembert17
f  No classwill be held Thursday November 2 observance of Thanksgivisgake up day Friday
December %
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Surgical Technology Program
ABHES Accredited
Goals and PurposeThe Contra Costa Medical Career College Surgical Technology Program is committed to
providing an environment that facilitates student success in acquiring the theory and technical skills pertinent
a professional surgical technologigpon successful eopletion ofthe Surgical Technologgrogram, the
student will receive aertificate of completion from Contra Costa Medical Career Collggefollowingcourses
are highly recommended but not requiradatomy, physiology, and medical terminology.

Standard Occupational Classification
29-2055

Employment Positions
Surgical Technologist, Surgical Scrub Technologist, Operating Room Technician, Certified Surgice
Technologist, Scrub Technician

Outcomes and Objectives:

After successfutompletion of this program the student will be able to:

T Demonstrate the knowledge and skills to monitor assess and provide for the needs of the patient and the surgical 1

intra-operatively.

Demonstrate the knowledge and skills to provide a safe Peatogeenvironment.

Demonstrate a thorough knowledge of aseptic technique and principles.

Demonstrate competency in the use of instrumentation and equipment usegén&tavely.

Demonstrate a professional attitude in interactions with other membesstuddtih care team and patients.

Demonstrate knowledge of basic anatomy and physiology and pathophysiology as it relates to general surgi

procedures and commonly performed specialty procedures.

Integrate the surgical technology knowledge base in cogniifective and psychomotor domains; demonstrate skills

following established criteria, protocols and objectives in the cognitive, affective and psychomotor domains

1 Function safely, effectively and efficiently and exhibit ethical behavior in a sutgiahologist role

Describe actions and uses of anesthetic and pharmacological agents in the care of surgical patients

T Apply knowledge of interpersonal skills and communications relative to procedures and protocols from a surgic
technologist's perspeetd when working with patients, patients' significant others, colleagues and other members of
healthcare team, as well as other members of the community

=a =A =4 -4 -4 -4

=a

Instructional Methods:
M Lecture

Field Trips

Independent research
Small group discussions
Groupactivities

Large group discussions
Demonstration

Practical Laboratory

1 on 1 instruction
Role-play

Multimedia

Use of computers
Independent activities

= =4 =4 4 8 48 -4 9 92 -9 9 -9
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1 Textbools
1 Workbooks

SURGICAL TECHNOLOGY 1T PROGRAM LENGTH AND CREDIT

COURSE # COURSE CLOCK HOURS CREDIT HOURS
ST.1 Orientation 2 0
ST.2 Professional Practice 53.67 5.0
ST.3 Medical Terminology 53.67 5.0
ST.4 Microbiology 18.67 15
ST.5 Anatomy & Physiology 1 31.50 3.0
ST.6 Anatomy & Physiology 2 45.50 4.5
ST.7 Anatomy & Physiology 3  52.50 5.0
ST.8 Anatomy & Physiology 4 45.50 4.5
ST.9 Surgical Techniques 1 73.50 5.5
ST.10 Surgical Techniques 2 87.50 6.5
ST.11 Patient Care Concepts 17.50 1.0
Pharmacology &
ST.12 Anesthesia 38.50 2:5
ST.13 Technological Sciences 31.50 2.0
ST.14 Surgical Procedures 1 66.50 5.0
ST.15 Surgical Procedures 2 87.50 6.5
ST.16 Surgical Procedures 3 94.50 7.5
ST.17 Externship 560 18.5
Totals 1360 83.50

ST.1 Orientation

Clock Hours:2 Lecture

QuarterCredit Hours: 0

PrerequisitesAdmittance into program

This preliminary course will introduce the policies and procedures of Contra Costa Medical Career College ar
the surgical technology program. The student will be provided with information regarding requirements and
materials required to successfullycompl e t he surgi cal technology prog
persistence and success in college by providing them with the academic, personal, and life management tool
needed to function effectively and complete their course of study.

ST.2Professional Practices

Clock Hours: 53.6Tecture

QuarterCredit Hours: 5.0

Prerequisites: ST.1

This course introduces professional management and employability skills that are necessary for the surgical
technology profession. It elaborates on the impagasf communication and teamwork while pointing out the
ethical, moral, and legal issues involved in caring for patients. Recommended practices and legal elements o
proper documentation are identified and positive risk management techniques are thiggtourse also

explains healthcare facility organization and management in detail. Additionally, the physical environment of
the healthcare facility is described and hazard preparation is discussed.

ST.3 Medical Terminology
Clock Hours: 53.61ecture
Quarter Credit Hours: 50
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Prerequisites: ST.1, ST.2

This course introduces medical terminology by focusing on the important word-gartsnon prefixes,

suffixes, and word roots which provides a foundation for learning hundreds of medical terms. The students w
be taught medical terminology by body systeeginning with an overview of the terminology related to the
body’s structures and functions, proceeding to d
and treatments. This methodical approach to medical terminology will allow thetsttodenaster the

necessary language to describe how the human body works, what goes wrong with it, and how we treat it.

ST.4 Microbiology

Clock Hours: 18.6Tecture

QuarterCredit Hours: 1.5

Prerequisites:ST.1, ST.2, ST.3

This introductory course pvades students with an overview of microbes and process of infection. The student
will be taught classification of organisms as well as cell theory. In addition, the student will learn about the
tools for identifying microbes, the process of infectionedse prevention, immunity, and obtain knowledge of
microorganisms and the diseases they cause.

ST.5 Anatomy & Physiology 1

Clock Hours: 31.5Q@ecture

QuarterCredit Hours: 30

Prerequisites: ST.1, ST.2, ST.3, ST .4

During this course the student will b#roduced to the structure and function of the human body. The student
will study the anatomy and physiology of the integumentary system and the skeletal system in which structur:
information and important functional concepts will be identified andudised.

ST.6 Anatomy & Physiology 2

Clock Hours: 45.5Q@ecture

QuarterCredit Hours: 4.5

Prerequisites: ST.1, ST.2, ST.3, ST.4, ST.5

During this cours¢he student will study the anatomy and physiology of the muscular system, nervous system,
and endocrine system in which structural information and important functional concepts will be identified and
discussed.

ST.7 Anatomy & Physiology 3

Clock Hours:52.50Lecture

QuarterCredit Hours: 5.0

Prerequisites:ST.1, ST.2, ST.3, ST.4, ST.5, ST.6

During this course the student will study the anatomy and physiology of blood, the cardiovascular system, the
lymphatic system and immunity, and the respiratory systemhich structural information and important
functional concepts will be identified and discussed.

ST.8 Anatomy & Physiology 4

Clock Hours: 45.5Qecture

QuarterCredit Hours: 4.5

Prerequisites: ST.1, ST.2, ST.3, ST.4, ST.5, ST.6, ST.7

During this course the student will study the anatomy and physiology of the digestive system, urinary system
and reproductive systems in which structural information and important functional concepts will be identified
and discussed.

ST.9Surgical Technigques 1

Clock Hours: 38.5Q@ecture 35 Lab

Quarter Credit Hours: 5.5
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Prerequisites: ST.1, ST.2, ST.3, ST.4, ST.5, ST.6, ST.7, ST.8, ST.9, ST.10

In this course the student will learn how to apply critical thinking skills to standards and practiseptaf
technique. The student will be taught the knowledge and methods required to prevent disease transmission k
instruments, medical device, supplies, and the surgical environment. Additionally, recommended processes ¢
practices for reducing the rigi infection through decontamination, disinfection, and sterilization will be
introduced. This course will also provide the basis for understanding how instruments are made and the
relationship between the design and function of the instrument. Imptatamiques and materials used in

wound management will be presented and the process of wound healing will be studied.

ST.10Surgical Techniques 2

Clock Hours: 45.50 Lecture 42ab

Quarter Credit Hours: 6.5

Prerequisites: ST.1, ST.2, ST.3, ST.4, 1%, ST.7, ST.8, ST.9, ST.10, ST.11

This course provides an introduction to handgechnique necessary to ensure the safety of patients and
surgical team during transferring, transporting, and positioning the surgical patient. In addition, stutlbats wil
taught skin prep and draping guidelines that are presentednewise and stepwise way to help clarify who
does what, and when. The student will be oriented to the flow of a surgical procedure from the time of
preparation to the close of surgePpstanesthesiRecovery will also be introduced, topics include: PACU
facility, procedures, psychosocial care, postoperative complications, Elements of discharge planning, and
unanticipated PACU outcomes.

ST.11Patient Care Concepts

Clock Hours: 10.50 Leture 7Lab

QuarterCredit Hours:1.0

Prerequisites: ST.1, ST.2, ST.3, ST.4, ST.5, ST.6, ST.7, ST.8, ST.9

During this course the student wil/ be taught to
well-being by utilizing patienrtertered care which encompasses therapeutic care, communication, and
intervention specific to the unique needs of the patient. The student will also study and explore death and dyi
focusing on the social, personal, ethical, legal, and medical perspepiasically.

ST.12Pharmacology & Anesthesia

Clock Hours: 21 Lecture 17.9(ab

Quarter Credit Hours: 2.5

Prerequisites: ST.1, ST.2, ST.3, ST.4, ST.5, ST.6, ST.7, ST.8

This course focuses on the medication processes and the rolesofgloal technologist in drug handling, as

well as an emphasis of drugs used on the sterile field. The students will be provided with an introduction to th
process of anesthesia and physiological monitoring. While in this course the student will albasear
procedures and techniques in which the student may be required to assist. The primary purpose of this cours
to familiarize the student with basic concepts and terms that are associated with pharmacology, anesthesia, :
basic monitoring.

ST.13 Technological Sciences

Clock Hours: 17.50 Lecture 14ab

Quarter Credit Hours: 2.0

Prerequisites: ST.1, ST.2, ST.3, ST.4, ST.5, ST.6, ST.7, ST.8, ST.9, ST.10, ST.11, ST.12

This course introduces technology and medicine. Topics include: physicsatifin technology, energy
sources in surgery, minimally invasive surgery (MIS), and robotic surgery. Students will be taught to use
computers professionally in the Perioperative environment. This course will also cover common surgical
devices that use elzomagnetic energy as well as other types of energy utilized in the Perioperative
environment.
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ST.14 Surgical Procedures 1

Clock Hours: 35 Lecture 31.50 Lab

Quarter Credit Hours: 5.0

Prerequisites: ST.1, ST.2, ST.3, ST.4, ST.5, ST.6, ST.7, ST.§TSI0Y ST.11, ST.12, ST.13

During this course the student will be oriented to commonly performed tests and diagnostic procedures, both
invasive procedures and noninvasive procedures. Students will reviswgheal anatomy involved in general,
gynecobgical, obstetrical, and genitourinary surgery. Focus will be placed on common diagnostic tests and
procedures, specific elements of case planning, common pathology, and common procedures of each specia
taught within this course.

ST.15Surgical Procedures 2

Clock Hours: 45.50 Lecture 42ab

Quarter Credit Hours: 6.5

Prerequisites: ST.1, ST.2, ST.3, ST.4, ST.5, ST.6, ST.7, ST.8, ST.9, ST.10, ST.11, ST.12, ST.13, ST.14
Students will review the surgical anatomy involved in ophthaln\T Eoral maxillofacial, plastic,

reconstructive, and orthopedic surgery. Focus will be placed on common diagnostic tests and procedures,
specific elements of case planning, common pathology, and common procedures of each specialty taught wi
this course

ST.16 Surgical Procedures 3

Clock Hours: 59.50 Lecture 3%ab

Quarter Credit Hours: 7.50

Prerequisites: ST.1, ST.2, ST.3, ST.4, ST.5, ST.6, ST.7, ST.8, ST.9, ST.10, ST.11, ST.12, ST.13, ST.14, ST.
Students will review the surgical anatoimyolved in peripheral vascular, thoracic, pulmonary, cardiac,
pediatric, neuro, and emergency trauma surgery. Focus will be placed on common diagnostic tests and
procedures, specific elements of case planning, common pathology, and common procedanespefcesdty

taught within this course.

ST.17 Externship

Clock Hours: 560

QuarterCredit Hours: 18.50

Prerequisites: ST.1, ST.2, ST.3, ST.4, ST.5, ST.6, ST.7, ST.8, ST.9, ST.10, ST.11, ST.12, ST.13, ST.14, ST.
ST.16

This course provides students with 560 hours of handdinical experience. Students will apply what they

have learned during the didactic and laboratory portion of the program at a healthcare facility where they will
closely monitored and superviskg an appointed precept&@mphasis is placed on the scrub and circulating
roles of the surgical technologist. Students will observe and take part in surgical procedures and learn to worl
as a member of the surgical team meeting all of the required easedod 560 externship hours.

Immunization Requirements:

Students must provide proof mimunity forthe following

1. Proof of Varicella (Chicken Pox) immunity as shown by a serum titer containing immunity

2. Proof of a complete (3 injection series) Hé@mB vaccinatioranda serum titer confirming immunity

3. Proof of Measles, Mungpand Rubella (MMRimmunity as shown by serum titer confirming immunitto each

disease

4. Proof of Tetanus vaccination within the last 10 years

5. Two negative TBSkin Tests (Mantoux PPD) within 6 months prior to the start of externship

6. BLS Certified, Healthcare Provider. (Offered at CCMCC)

7. Proof of medicalrsurance

*All students must beBLS Certified - for the healthcare provider

*A mandatory background check and 2 drug screens aredone on all studentsprior to externship

placement
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Grading Policy:

The student must complete a grade Bf@0%) or better during each module. A student who does not maintain
a80% or better will be dimissed from the program. Each module will include multiple quizzes with a cumulative
exam at the end of the module.

Grade scale isas follows:
90-100% = A
80-89.9%~ B
70—-79.9%=C

60 — 69.9%= D

Below 59.9= F
Below80% is Failing!

Grading weights areas follows:

Homework = 10% of total grade
Quizzes = 40% of total grade
Tests = 50% of total grade

Evaluation Method
Quizzeswill consist of multiple choice and true/false questions. Quizzes will cover classroom lectures, assign
readings, group activities, workbook materials, and clinical lab notes.

Tests/Midterms/Final will consist of multiple choiceyue/falseand shoranswer questions. Tests are cumulative
in that each test will contain questions from material covered in all previous lectures within the present modu
Tests will also cover assigned readings, group activities, lecture notes, workbook materialsicahthblimotes.

Student Labwill allow the student to demonstrate knowledge of lecture components by simulating surgical sKill
and techniques in the presence of the instructor. A competency check list must be maintained throughout
course. The stuaé must satisfactorily complete the student lab component of the course to receive a passi
didactic course grade.

Clinical Componentwill be after classroom ingtction is completed. 560 houw$ externship training are
required Externship sites will be arranged by CCMCC and assignmaetlhtisergiven out no later than fays
after the last day of the cours® 90 daysrom the date in which all required paperwork/documents have been
receivedwhichever is later

GRADUATION CRITERIA:

Upon satisfactory completion of classroom/lab hours, passing each module with a B (80%) or better, and
successful completion of required clinical externship hours the student walgbeed to take thecertification
exam provided by the National Board of Surgical Technology and Surgical Assisting (NBSTSaY)*.
completion of the exam they will then receive a Certificate of Completion from Contra Costa Medical Career
College, and upon passing the ceréfion exam the student will receive a certificate which certifies them
nationally as a Certified Surgical Technologist (CST) from the NBSTSA.

*Please note that students will take the certification exam no more than 30 days priaoimpietion of their
clinical externship hours and no more than 30 days following the completion of their clinical hours.
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Surgical Technology

2020 Surgical TechnologyProgram Fees

Total Fees, Charges and Expenses

ApplicationRegistration Fee $200.00(non-refundable)
Tuition $24,850.00(refundable)
STRF fee $0.00 (non-refundable)
Total Amount Paid to school $25,05000

Out of pocket expensesgre approximate (not paid to the institution)
Text Book $515.00 (refundablef unused
Uniform/ shoes $100.0@non-refundable)
Background check &@rug screes No Fee

BLS $85.00

Certification Examination $247.00(nonrefundable)
Total out of pocket expenses $947.00

Estimated schedule of total charges $26,007.00

2020 Surgical TechnicianProgram Schedule

The Didactic/Laboratory portion of the Program meets Monday through Friday from 900am-4:00pm for
800hours. *560Externship hours to be arranged

Class begins Monday Februar§ Sirough Tuesday July 14

il
il
il

No class will be held Monday February™in observance of Presidents Day
No class will be held Monday May £5n observance of Memorial Day
No class will be hid Friday July 3'in observance of Independence Day

Class begins Mondajugust3 throughWednesday January 202021

T

= =4 4 -4 a8 2

No class will be held Monday Sept” ih observance of Labor Day

No class will be held Wednesday Novembél iilobservance of Veteran's day

No class will be held Thursday Friday November 28 -27" in observance ofhanksgiving Day

No class will be held Thursday Friday Decembe4" -25" in observance oEhristmasEveDay

No class will be heldhursday December$i n observance of New Year ' ¢
No class will be held Friday Januar§f,2021i n observance of New Year ' s
No class will be held Monday January™.8n observance dflartin Luther King Jr.
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StePrbeessing Technician Progr
Goals and PurposeCentral Sterile Processing Technicians are responsible for many vital services within variot
healthcare facilitiesSome responsibilitiesiclude: Decontaminatioprocedurespreparation angackaging for
sterilization, monitoring the process of steam, dry heat, and liquid chersiedlizationmaintaining product
sterility through shelfife/rotation, storage distribution, inspection and inventory control of supplies, instruments
and equipmet. Upon completion of this course, graduates will be prepared to tak€ethified Registered
Centr al Ser viegae thioegh WAHCSMMStderds are awarded a technical certificate of
completion upon successful completion of the curriculdPndfessionally trained Central Sterile Processing
Technicians work in a variety of environmentSraduates can look forward to an exciting career in hospitals,
outpatient and dental surgery centers. There are neguisites for this program.

It is requir ed for students to apply to take the provisional exam one month before completing the didactic
portion of the program. Test date must be scheduled for the week after completion of the didactic
portion. Please noteif students fail on the first attempt, they must wait six weeks before f&aking the

exam per IAHCSMM. Students will have 30 days after the last day of externship to ke and pass this
exam.|f this requirement is not satisfied by the 3@ day after the sudents last day of externship, the
students file will be closed and a certificate of completion from the CCMCC Sterile Processing
Technician Program will not be awarded.

Standard Occupational Classification
319093

Employment Positions
Sterile Processing Technician, CRCST, Medical Equipment Preparer, Central Sterile Supply Technicia
Sterilization Specialist, Sterile Processor

Outcomes and Objectives:
At the end of the course the participant will be able to successfully demonstrate:
Decontami@ation procedures

Preparation and packaging for sterilization

Monitor the process of steam, dry heat, and liquid chemical sterilization

Maintenance of product sterility through shigi/rotation

Storage distribution, inspection and inventory contfaupplies, instruments and equipment
Medical Terminology

= =4 4 A4 - 4

Instructional Strategies:
. Individualized Study

. Small Group Discussions
. Large Group Discussions
. Skills Demonstration

. Competency Cheeckff
. Role Play

. Small Group Projects

. Independent Research

. Workbook/Homework Assignments
. Textbook Assignments

. Multimedia

. Lecture
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Instructional Hours:

O C e Hours
1. Introduction t0 CeNral SEIVICE........ouiiiiiiiiee e 5
2. Medical Terminologyfor Central Service Technicians.............cccccvviiiieemniiciiiiiiiieeee, 3.5
3. Anatomyfor Central Service TEChNICIANS..........uuiiiiiii e eeer e 3
4. Microbiology for Central Service TEChNICIANS. ..........cooiiiiiiiiiiicce e 3
5. Regulations & StandardS.........ccoooeeieiiiiiiieeeie e eeee e 5
6. INTECHONPIEVENTION. ... .. ittt e e e e e e e et tnees e e e e e e e e e e e e eeeeeesesassmnneeeeeeeeeenees 4
7. Decontamination; Point of Use Preparation & Transpart...............ovvvvvieemeeeeveevevvnnnnnnnn, 3.
8. Cleaning & DeCoNtamiNAtiON..........ciiiiiee e ceeeie et nene e e e e e eeee e e 5
S TR 111 (= £ o o PP TTRPTPP 6.
10. Surgical INStIUMENTATIAN. .......ueeiiiiiiii et rmmme e e ee e 16
11.Complex Surgical INSIIUMENLS........cccoeiiiiieeeeee e enn 5
12. ASSEMDIY & PACKAGING ... e i eiieieiieeiii ettt eeea bbb e e e e e e s eeemre e e 5.5
13.P0oINt Of USE PrOCESSIMQ.......ccciieiieeieiiiiiiiimmme ettt e e e e et e e e e e e e e e e e e e sanenreeeeas 1
14.High Temperature SteriliZation............coooeiiiiiiiiccc e 4
15.Low Temperature SteriliZatiD............ceiiieeee e ceeeice e eene e e e e e e e 4
16. Sterile Storage & TranNSPQIL..........oiiiiiiiiiiiiiierer bbb eeeessber e e e e e e aeaeeeeesammees 5
17.Monitoring & Record Keeping for Central SErviCe............ooouvvvviviiccreeeeeeeiiiiiee e e 5
18. QUANTY ASSUIBINCE. . ... . ettt et e e et e et et e et et e et en teae e e e s e e s bbb e e e e e eneas 5
19.Managing Inventory Within the Central Service Department..............cccoovvieeeeieeeeeeenn. 4
20.The Role of Central Service in Ancillary Department SUPPQIT...........ccccciviiimmmnniiiinnees 3
21.The Role ofinformation Technology in Central Service............cccoovvvvviiiceeeeeeeeeiiiiinnns 5.
22Safety & Risk Management for Centr al Service.....
23.Success Through Communicatian.. e e D
24.Personal &Professional Devepmentfor Central Serwce ....................................... 20
25, Laboratory PraCliCe. ... . iv ittt et e e e e e e e e e 214
26. EXTEINSNID. . oe ettt e e e e e e e 256

130didactic,214laboratory hours256 externship Total Clock Hours600 Quarter Credit Hour82.25

Course Requirements

Immunization Requirements

Students must provide proof of the following by the first day:

1. Diphtheria/Tetanus (DT) immunization within the last 10 years

2. MMR titer or second dose

3. Hepatitis B or signed waivéw refuse

4. Tuberculin skin test and appropriate fallap or alternative leest xray within the last year
5. Varicella

A copy of your immunization record must be turned in by the second week of class.

* All students must beBLS- for the healthcare provider Certified

* A _mandatory background check and drug screeningis_done on_all studentsprior to placement in

externship.

Grade scale isas follows:

90-100% = A

80-89.9%=B

70—-79.9%=C

60 — 69.9%= D

Below 59.9= F

* Any student falling below 70% in overall class grade will be counseled and a plan of action will be establishe
The student will be given sufficient time to rafss/hergrade, otherwise will be dismissed from program.
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The final course grade is basedtome or y gr ade and a
1. Theory grade is determined by:

satisfactory?”

Final Exam 20%

Final Instrumentation Exam 20%

8 Lecture quizzes 20%

8 Instrumentation quizzes 20%

Group Project 10%
Individual project 5%
Homework 5%

Major Instrument Assembly (Pass or Falil)
Instrument peel pack/wrap (Pass or Fail)
Total 100%

2. Laboratory experience: Clinical evaluations are graded on a Pass, Fail basis.
Skills Lab Competency testPass /Fa#-all lab check offs must be completed to pass lab portion of class

Evaluation Method

Lecture- Lecture quizzes will consist of multiptdoice and short answer questions. Lecture quizzes often cover
assigned readings, group activities, lecture notes, workbook materials, and clinical lab notes. A final exam v
be given at the end of the course.

Student Lab- In the lab setting, the studiewill demonstrate knowledge of lecture components by simulating
procedures in the presence of an instructor. Students may request additional lab practice based on availabili
the instructor. Competency check lists will be maintained. The studentsatis$actorily complete the student
lab component of the course to receive a passing didactic course grade.

Clinical Componentwill be during and after classroom instruction.

400 hours of training is required by IAHCSMM to be eligible to tesCertification. 24 hours is acquired in

our fully functional Sterile Processirigboratoryand 56 guaranteed hours at an externship site arranged by
CCMCC. Externship locations will be given out no later than 30 days after the last daypsbgram or from

the date in which all required paperwork/documents have been received,whichever is later. Externship hours
most likely during the day, therefore students must be available during normal daytime working hours.

2020 Sterile Processing TechniciafProgram Fees
Total Fees Charges andExpenses

Application/Registration Fee $200.00 (nonrefundable)
Note: The maximunmon-refundable registration fee allowed by VA is $10.00
Tuition $9.850.00(refundable)
Text Book $26000 (refundablef unused
Wonderlic exam $10.00(nonrefundable)
STRF fee $0.00 (non-refundable)
Total Amount Paid to school $10,310.00

Out of pocket expenses approximaténot paid to the institution)
Uniform/ shoes/Scrub jacket $115.0@nonrefundable)
Background check and drug screen No fee

BLS $85.00(nonrefundable)
IAHCSMM exam $125.00(nonrefundable)
Total out of pocket expenses $32500

Estimated schedule of totatharges $10645.00
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2020 Sterile Processindl'echnician Program Schedule
Day program will meet Monday through Thursday from 9:00am-2:00pm for 17 %2 weeks
Day Program Schedule2020
Classes begin Tuesday January ®itough Thursday May 241
f No class will be held Monday January™@8 observance of Martin Luther King Jr Day
f  No class will be held Monday February"if observance of Presidents Day
Classes begin Monday Jun&through Wednesday Septembel’30
f No class will be held Monday Septembé&¥ii@ observance of Labor Day
Classes begin Tuesday Octobef #rough Wednesday Marcl'3
f No class will be held Wednesday Novembéf irlobservance of Veterans Day
No class will be held Thursday Novembet"26 observance of Thanksgiving
No class will be held December 21 through Januéhiyp bbservance of Christmas and New Years
No classes will be held Monday January' i observance of Martin Luther King Jr

No classes will be held Monday February'16 observance of Presidents Day

)l
T
)l
1

Evening program meetsMonday through Thurs from 5:00pm-10:00pm for 17 Y2weeks
Evening program Schedule2020

Classes begin Monday April $3hrough Wednesday August®12
Y No class will be held Monday May 250 observance of Memorial Day
Classes begin Monday Augustfhrough Monday December 21
f  No class will be held Monday Septembé&¥ii@ observance of Labor Day
f  No class will be held Wednesday Novembéf irlobservance of Veterans Day
T No class will be held Thursday Novembef"26 observance of Thanksgiving
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Pharmacy Technician Program
Goals and PurposeThe Pharmacy Techniciaertificate program at Contra Costa Medical Career College will
give you the tools to enter the healthcare world as a professional in a retail pharmacy, hospital, home health
setting, mail order or pharmaceutical wholesalers industry. Pharmacy Teaoknioay assist pharmacists in
providing medications and healtre products to patients. As@&C t i f i ed Phar maigeyandT e C
verify prescriptions and prepare patient medicat
to maintain client profiles and insurance claim forms. Pharmacy Techs are the key communication liaison betw:
medical professionalgjoctors, pharmacists and patiefitds course idully approved bythe Ca. Board of
Pharmacy to earn the tittef RegisteredPharmacy Techniciamhe state requires minimum of 240 hours of
training in the subject of Pharmacy TechniciBmaddition, paticipants will be qualified to applio sit for the
OPTIONAL National Certification Exam through the National Healthcaeer Association Upon successful
completion of this exam, students will earn the credential ClPhdre are no prerequisites for this program

*State registration will be denied if the applicant has any felony convictions on recortState registration
is a requirementfor completion of this program. It takes up to 9tbusinessdays after successful completion
of all course requirements to otain California State Registration. California State Registration is
REQUIRED for Pharmacy Technicianemployment in the state of Calibrnia.

Standard Occupational Classification
29-2052

Employment Positions
Pharmacy Technician, Pharmacist Technician, Certified Pharmacy Technician

Outcomes and Objectives:

At the end of the course the participant will be able to:

1 Design a study plan that fits his or her learning style and personal commitments.

1 Assist the pharmacist in collecting, organizing, and evaluating information for direct client care, medicatic
use review, and departmental management.

1 Receive and screengscription/medication orders for completeness and authenticity.

1 Prepare medications for distribution.

1 Verify measurements, preparation, and/or packaging of medications produced by other technicians.

1 Distribute medications.

1 Assist the pharmacist in the idéitation of clients who desire/require counseling to optimize the use of
medications, equipment, devices.

1 Initiate, verify, collect payment for and initiate billing for pharmacy services or goods.

1 Purchase pharmaceuticals, devices, and supplies acctwdingestablished plan.

1 Control the inventory of medications, equipment, and devices according to an established plan.

1 Assist the pharmacist in monitoring the practice site and/or service area for compliance with state, federal
local laws, regulationsand professional standards.

1 Maintain the pharmacy equipment and facilities.

1 Assist the pharmacist in preparing, storing, and distributing investigational medication products.

1 Assist the pharmacist in monitoring medication therapy.

1 Participateinthepharacy depart ment’' s process for prevent.

1 Demonstrate skill in career and educational gedling, organization, notaking, and testaking.

1 Complete externship requirements including TB test, and CPR.

1 Use communication strategg associated with quality customer service.
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T Draft a resume that clearly communicates one’ s

1 Utilize networking, informational interviews and other resources to generate job interviews.

T Orally express one’ galtiegiadnsannershiatimbkiessonea weakiralpleeempglayeea |

1 Contrast effective communication approaches for dealing with people of various persone
styles/temperaments.

1 Use active listening, mirroringnd parametesetting to participate effectively in difficult conversations
(criticism, bad news, etc.)

1 Describe and apply several strategies for managing stress on the job, at school, at home.

1 Complete National Certification Examination.

1 Define medicalérms and abbreviations used for inpatient pharmacy orders

1 Demonstrate proper hand washing and sterile gloving techniques

1 Describe and utilize Standard Precautions established by the Center for Disease Control.

1 Identify aerobic pathogens and utilize methdds preventing the contamination of sterile products
compounded in the pharmacy.

1 Define injectable routes and administration systems for parenteral products.

1 Describe horizontal and vertical laminar airflow hoods (LAH) artdghefficiency particulateair (HEPA)

filters

1 Perform aseptic technique in a horizontal LAH.

1 Differentiate between varying directions for reconstituting a sterile dragtined in a vial, calculate and
prepare an ordered dose in a LAH.

1 Calculate and prepare an ordered dose from a sterile drug contained in an ampule in the LAH.
1 Describe the risks involved in cytotoxic drug preparation and list the steps inpreparidgndamd
transporting cytotoxic drugs.
1 Identify the components of a Chemo Spill Kit and a biological safety cabinet.
1 Identify IV maintenance fluids and equipment.
1 Calculate and set up a total parenteral nutrition (TPN) electrolyte pooling field in a LAH.
1 Correctly fill out a TPN mixing report and prepare a TPN.
1 Calibrate and operate an Automix® compounder using specific gravity.
1 Calibrate and operate a Pharm Assist® repeater pump.
1 Correctly apply the following formulas and calculations used in IV preparation and administration:
1. DIHx Q=X
2. VICxC=R
3. BSA(m?2), (Body Surface area in m2)
4. Safe Dose (when ordered in BSA)
5. mL/h
6. gtt/min

7. mL/h/drop factor constant = gtt/min

Instructional Methods:
Lecture
f Individualized Study

T Small and Large Group Discussions
91 Skills Demonstration
T Competency Cheekiff
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Instructional Hours:

O C e Hours
O [ 11 0T ¥ [o{ 1 o PSP P PP PPPPPPPPPPPPP 4.
2. Law and EthiCS......cooo oo snnn e e ee e B
3. Medical/Pharmacological TermiNOIOGY..........uuuiiiiiieieeeeeiieese e e e e e e e e e e eeeer e e e eaaeeas 10
O e 0= 1 0 = Tol0] (o o | TSRO 15
5. Practice Sites, TEChNOIOQY.......cccovviiieiieieeee s e e e e e e e e amaenas 6
6. BOdy SYStEMS/ANGIOMY.....coiiiiiiiiieiiie e e e e e eeern e e 15
A O 1 (o U =1 1o =S TP 10
8. Receiving and Interpreting Medication Orders............ooooiiiiiiiccee e 15
9. Filling and Distributing Medication OrderS............ccovviviiiiiimmmeeeee e 20
10. INtravenouS COMPOUNGIMG .. ...uuuuuriirrieiiieeeiaeereeeee e e e e e e e e e e e e e e e s s e e e e e e e e e e e e e e e s s e annnne s 10
11. Over the CounteEdiCAtIONS. .........uuuuiiiiiiiiiiiii ettt e e e e e e e e e rsrr e e e e e e e e e e e e e e e e s s s e s e 5
12 Purchasing, Inventory and REIMDUISEMENL............uuiiiiiiiiieeeiiiiieiieeeeee e 8
L13.STUAY SKIlIS ... .o e e e errt e e e e e e e e e e e e e e s s aeeesaeeaeaaeaaeeeeeeenssnnnnns 4
14.CommUNICAION SKIllS........uueieiiiiieis e ceeeee e eerree e e e e e e e e e e e eeeaeeeeennnmmmeeeeeeeees 10
15. TECNNICIAN ISSUBS ....ccii i i eree et nees bbb e et e e e e e e e e e e smnseeeeeeeeaaaaeas 10
16. Professionalism and the Workplace..............ooooemnieiciieieeeeeeeeeeeeeeeeeeeeee e
17.Resumes and interview teChNIQUES............oooviiiiiiiieeee e 1.
18, Laboratory PraCliCe........cooeieiiiiiiiiiiiicee e e e et e e eeesnsennneeeeee 2
19, EXEEINSII . .ttt 120
144 didactic,72 laboratory hours120 externship ..........ccccccvvveiinennnne Total Clock Hours-336
.......................................................................................................... Quarter Credit Hourg2

*Waitingperiod f or Cal i fornia St at eupROGuUsTesTayd |

Course Requirements

Immunization Reguirements

Students must provide proof of the following before clinical:

1. Diphtheria/Tetanus (DT) immunization within the last 10 years

2. MMR titer or second dose.

3. Hepatitis B or signed waiver to refuse.

4. Tuberculin skin test and appropriate foltow or altenative chest stay within the last year.
5. Varicella

A copy of your immunization record must be turned in by the second week of class.

///////

oneeeeeece

* A mandatory background checkand drug screenis done on all studentgrior to externship placement.

* All students mustbe BLS- for the healthcare provider Ce_rtified
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Grade scale isas follows:

90-100% = A

80-89.9%=B

70—-79.9%=C

60 — 69.9%= D

Below 59.9=F

The final course grade is based on theory/lab total points.
1. Theory/lab grade determined by:

Sixteen lecture quizzes 50% (must maintain 70% to continue program)
One Midterm Exams 20%

Homework/Attendance 5%

Final Skills Lab Competency Pass/Fail(must pass to pass course)

Final exam 25%

Total 100%

2. Laboratory experience: You must successfully perform all clinical competencies in order to pass the course
3. Clinical evaluations are graded on a Pass, Fail basis.

*State registration is aREQUIREMENT for completion of this program.It takes up to 90businessdays
after successful completion of altlidactic and clinical course requirements to obtain CaliforniaState
Registration. California State Registrationis REQUIRED for Pharmacy Technicianemployment in
California

Evaluation Method

Lecture: Lecture testwill consist of multiple choice and short answer questions. Lecture tests often cove
assigned readings, group activities, lecture notes, workbook materials, and clinical lab notes. Tests are cumule
in that each test will cdain questions from material covered in all previous lectures. A final exam will be given
at the end of the course.

Student Lab: In the lab setting, the student will demonstrate knowledge of lecture components by simulati
procedures in the presence ofiastructor. Students may request additional lab practice based on availability of
the instructor. Competency check lists will be maintained. The student must satisfactorily complete the stud
lab component of the course to receive a passing didactisecgrade.

Clinical Componentwill be after classsom instruction is completed. Q2ours of externship training are
requiredto complete the program and apply for your California State Lic&xdernship locations will be
given out no later than 30 days after the last day gbithgram or from the date in which all required
paperwork/documents have been received,whichevateis Externship hours are most likely during the day,
therefore students must be available during normal daytime working hours.

2020 Pharmacy TechnicianProgram Fees
Total Fees, Charges and Expenses

Application/Registration Fee $200.00 (non-refundable)
Tuition $3600.00(refundable)

Text Book $277.00 (refundable if unused)
STRF fee $0.00(nonrefundable)

Total Amount Paid to school $4,077.00

Out of pocket expenses arapproximate (not paid to the institution)
Uniform/ shoes/lab coat $60.00(nonrefundable)
Background checknd drug screen No fee

Livescan/passport photos $74.00(nonrefundable)

BLS $85.00(nonrefundable)

pg.89
Rev. 7/11/2019



State registratioapplication fee $195.00 (non-refundable)

SelfQuery fee req. for Ca. stdieense $16.00 (norrefundable)

Total out of pocket expenses $430.00

Optional fee- upon program completion (Not required for state registration)
Certification Examination $135.0@nonrefundable)

Estimated schedule of total charges $4.64200

2020 Pharmacy TechnicianProgram Schedule
Day Classes are held Mon, Wed anHriday from 9:00am-1:00pm for 18 weeks.
Day program Schedule2020
Classes begin Wednesday Februaf) tt®ough Friday June 34
f No class will be held Monday February"ifi observance of Presidents Day
f No class will be held Monday May 250 observance of Memorial Day
Classes begin Monday Juné"2@rough Wednesday Novembéf 4
1 No class will be held Friday July®3n observance of Independence Day
f  No class will be held Monday Septembé&¥ii@ observance of Labor Day

Evening classes @ held Monday, Wednesday, and Thursday evenings from@-10:00pm for 18 weeks.
Evening program Schedule2020
Classes begin Monday Marchihrough Monday July 20
T No class will be held Monday May 950 observance of Memorial Day
Classes begin Monday July®hrough Thursday Decembef 3
f No class will be held Monday Septembé&¥ii@ observance of Labor Day
f  No class will be held Wednesday Novembéf iilobservance of Veterans Day
f No class will & held Thursday November®# observance of Thanksgiving

*State registration is aREQUIREMENT for completion of this program. It takes up to 90businessdaysfor the
California Board of Pharmacy to process applicationsfter the application has been eceived. Contra Costa
Medical Career College will assist you in completing all application requirements prior to submitting your
application. California State Registrationis REQUIRED for Pharmacy Technician employnent in the state of
California
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Diagnostic Medical Sonography P

Goals and PurposeThe Diagnostic Medical Sonography (DMS) Program is designed to prepare competent

entry-level general sonographers in the cognitive (knowledge), psychomotor (skills), and effectaxeqiyeh

learning domains. This preparation is accomplished through didactic, laboratory, and clinical instruction in the
theoretical knowledge, skills, and responsibilities of a diagnostic medical sonographer. The successful progre
graduate will be able tperform appropriate ultrasound scanning examinations and procedures, and record
anatomic, pathologic, and/or physiologic data for interpretation by a physician. The graduate will also be able
obtain, review, and integrate pertinent patient historysamgborting clinical data to facilitate optimum

diagnostic results. In addition, the graduate will be prepared to exercise discretion and judgment in the

performance of sonographic diagnostic services, provide appropriate and compassionate patiepiatigresor

undergoing ultrasound examinations, demonstrate excellent communication skills with patients and other hee
care professionals, and act in an ethical and professional manner. A graduate of the DMS Program will be
gualified to work as an entigvel sonographer in a hospital or medical center, a medical clinic, a radiology

i maging center, a physician’ s o-anfhce somograpber;,orasamo b i |

traveling sonographer. It is not currently mandatory that gradudesuty licensing or credentialing

examination upon successful program completion. However, many employers prefer or require that DMS

graduates be credentialed by the American Registry of Diagnostic Medical Sonographers (ARDMS) or the

American Registry of Rdiologic Technologists (ARRT). CCMCC DMS studeWti_L be eligible to take the

SPI exam upon successful completion of the Physics portion of the DMS program. Grediuatelse eligible

to sit for the American Registry of Radiologic Technologists (ARRBmexpon graduation. Once the graduate

passes the ARRT exam he/she may then sit for the ARDMS specialty exams including the OBGYN, Abdomir

and Vascular Credentialing Exams. Graduates from the CCMCC DMS prighaNOT be eligible to sit

for the CCl exanspecializing in Cardiac Sonography unless the graduate successfully completes a 940 hour

program concentrating on Cardiac Sonography. The graduate of the CCMCC DMS program must pass all co

theory and laboratory courses, and clinical externship courtles\yrade of 80% or better to complete the
program.

Standard Occupational Classification

292032

Employment Positions

Diagnostic Medical Sonographer

Outcomes and Objectives:

Upon successful completion of the program, graduates will:

1 Demonstrate thability to efficiently perform basic abdominal and small parts, pelvic, obstetrical, and
cardiac ultrasound examinations at an acceptable level of competence.

Correlate ultrasound images with clinical findings, patient history, and pertinent pathopinysiolo

Possess the knowledge, skills and abilities of the student sonographer in caring for the ill patient.

Demonstrate the ability to promote good interpersonal relations with members of the health team.

Possess a medical and professional sense of valdes@ncern for public health and safety.

Have an awareness of the responsibilities and limitations of the role of the sonographer and to be abl

function within these limits.

Understand the importance of continued personal and educational growth.

Recanize and appreciate the cost, preparation, maintenance and care of sophisticated instrumenta

found within the ultrasound department.

1 Be prepared to successfully complete the SPI and ARRT exams as well as registry examinations offe
by theAmerican Registry of Diagnostic Medical Sonographers (ARDMS) in the areas of Abdominal,
OB/GYN, and Vascular.

1 Be Employable as Diagnostic Medical Sonographer/Ultrasound Teahr{CIP # 51.0910; QIET#
29-2032.00)

= =4 =4 -8 -9

= =
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Instructional Methods:

l

= =4 4 -4 8 8 45 -5 -5 -9 -2 -9 -2 -9
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Lecture

Field Trips

Independent research
Small group discussions
Group activities

Large group discussions
Demonstration

Practical Laboratory

1 on 1 instruction
Role-play

Multimedia

Use of computers
Independent activities
Textbooks

Workbooks
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Program Admissions Regquirements:

1. Must be at least 18 years of age

2. High School Diploma or equivalent

3. An Associate of Arts or Associate of Science degree (or higher) in any discipline.

A 3.0 Cumulative Grade Point Average (CGRAM all higher education institutions attended,
regardless of degree awarded. A cumulative GPA is calculated by weighing the CGPAs from each
institution attended by credits earned and adjusting for the difference between semester and quarter
credits (1.0semester credit = 1.5 quarter credits). Calculations will be made based on all official
transcripts submitted.

4. Successful completion of the following prequisite courses within the past 10 years. Academic
requirements specified below must be completedragionally accredited institution: Successful
compl etion (defined as r ecei-levellcaqurseworkginthedsebjectst
below. (2.5 GPA required) CCMCC does not accept Pass/Fail or Credit/No Credit grades in fulfillment
of admissions prerequisites. Courses must be a minimum of 3 semester or 4 quarter credits.

1 Human Anatomy & Physiology with a lab

1 Medical Terminology

1 Oral Communication (i.e. Speech)

1 Written Communication

1 College Algebra or higher levalathematics

Recommended coursePhysics gound waves, heat, light, and motion)

Course work must be college level, completed and documented on an officially sealed transcript.

WONDERLIC SLE admissions score of 18 or higher

Criminal history background cbhk— Note: If you have been convicted, found guilty of, or pled nolo

contendere to any crime (felony or misdemeanor), other than a speeding or parking violation, you

MUST seek clarification from the ARDMS at www.ardms.org, as to your eligibility to apply f

ARDMS examination.

7. Health screenings and immunizations (prior to program admission). Note: TB testing is required just
prior to placement into clinical externship.

8. Physical Requirements You must be physically able to:

e Stand/ wal k ggn8itoarshft hour s durin
Li ft/ move a -pouadkpatientima-gerfson/8pergof Wansfer

o o

* Operate and manipul ate all sonography equip
* Reach forward 18 inches holding an object wu
* Bend, crouch, or stoop 20 times per hour

» udh a patient in a wheelchair or gurney 300 feet or further, as required by structural design of the
building

e Move | oads of up to 45 pounds 25 times per

* Adequately differenti at escaea@andaajor disfinbttions | mages
» Adequately distinguish audible sounds in a Doppler signal
9. Drug and alcohol testing (required by CCMCC and the clinical externship sites prior to placement)
10.Current BLS for the Healthcare Provider certification through the American Heart Association.
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Diagnostic Medical Sonography

Total | Quarter
Module Course Title Week #| Clock Credit
# hours Units
Module 1 DMS 100 Fundamentals of Sonograp 1-12 240 18.5
DMS 10% Physical Principals &
Instrumentation of ultrasound (12 weel
Module 2 DMS 200 Professional Aspects ¢ 1324 240 18.5
Sonography
DMS 201 Abdominal & Small parts
Ultrasound Imaging (12 week
Module 3| DMS 300 Patient Care for Sonographe 25-36 240 18.5
DMS 30Z% Obstetrics & Gynecology
Ultrasound Imaging (12 week
Module 4 DMS 400 Patient Interactior| 37-48 240 18.5
DMS 401 Vascular Sonography (1
weeks)
Module 5 DMS 500 Clinical Externship | 4972 960 32.0
DMS 50% Clinical Externship 1l (24
weeks)
Diagnostic Medical Sonography
Total | Quarter
Course # Course Title | Lecture Lab | Clinical | Clock | Credit
Hours | Hours | Hours | hours Units
DMS100 Fundamentals of Sonograp 48 0 0 48 4.5
DMS101 Physical Principals & 96 96 0 192 14.0
Instrumentation
DMS200 Professional Aspects ¢ 48 0 0 48 4.5
Sonography
DMS201 Abdominal & Small partg 96 96 0 192 14.0
Ultrasound Imaging
DMS300 Patient Care for Sonographe 48 0 0 48 4.5
DMS301 Obstetrics & Gynecolog) 96 96 0 192 14.0
Ultrasound Imaging
DMS400 Patient Interactior 48 0 0 48 4.5
DMS401 VascularSonography 96 96 0 192 14.0
DMS500 Clinical Externship | 0 0 480 480 16.0
DMS501 Clinical Externship 1l 0 0 480 480 16.0
Totals 576 384 960| 1920 106

DMS Program Descriptions

MODULE 1

DMS 10071 FUNDAMENTALS OF SONOGRAPHY

Prerequisites: Successful admission into the prograreQusite: Concurrent Module 1 courses

Total Clock Hours: 48

This course provides a broad overview of the field of diagnostic medical sonography. It comestotlgeand
evolution of wultrasound as an i maging modality,
effective learning techniques.
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DMS 101i PHYSICAL PRINCIPLES AND INSTRUMENTATION OF ULTRASOUND

Prerequisites: Successful admissiom ithte program Geoequisite: Concurrent Module 1 courses

Total Clock Hours: 192

This course covers the basic physical principles of ultrasound and the instrumentation relating to the ultrasou
unit. The information covered in the course will include tasitacoustic principles of ultrasound, the physics

of pulsed ultrasound, Doppler principles, transducer operating principles and composition, the components of
the ultrasound imaging unit, common artifacts in imaging, and safety in operation of theunkrasaging

system. In the laboratory component, emphasis will be placed upon the instrumentation controls required for
optimum operation of the ultrasound machine.

MODULE 2

DMS 200i PROFESSIONAL ASPECTS OF SONOGRAPHY

Prerequisites: Successful completion of Module 1 courseg@asite: Concurrent Module 2 courses

Total Clock Hours: 48

The aspects of sonography as a career will be examined in this course. Topics abdigttissle sonography
career ladder opportunities, benefits of professional organizations, certification and registration advantages,
sonographer safety, medical ethics and legal aspects of sonography, professional behavior, sonography
employment venuesesume writing and interview techniques.

DMS 201i ABDOMINAL AND SMALL PARTS ULTRASOUND IMAGING

Prerequisites: Successful completion of Module 1 courseg@asite: Concurrent Module 2 courses Total

Clock Hours: 192

This course covers the aspects of abdominal and small parts ultrasound scanning required for employment a
entry-level sonographeiThis course will include both lecture and laboratory components. The lecture
component will focus upon normal ultrasound appearances of the organs of the abdominal cavity, breast,
thyroid, prostate, and testes, and on the pathological conditions thaffeaythose organs. In the laboratory
portion of the course the student will learn proper ultrasound scanning techniques for imaging the organs of t
abdomen and small parts, and preparation of the necessary information for an initial written eserdghpon

to the radiologist.

MODULE 3

DMS 300i PATIENT CARE FOR SONOGRAPHERS

Prerequisites: Successful completion of Module 2 coursag@gasite: Concurrent Module 3 courses Total

Clock Hours: 48

This course presents the student with different dspd@atient care that are relevant to the sonographer. Focus
is placed on patient/sonographer interaction, and patient confidentiality and HIPAA compliance. Students will
learn patient care skills that apply to Diagnostic Medical Sonography. Emphalsisad on vital signs, body
mechanics for patient transfer, and care techniques for patients with tubing, standard precautions for infectior
control, aseptic/sterile technique, isolation techniques, and emergency medical situations.

DMS 3011 OBSTETRICS AND GYNECOLOGY ULTRASOUND IMAGING

Prerequisites: Successful completion of Module 2 coursagasite: Concurrent Module 3 courses Total

Clock Hours: 192

This course will confer a basic understanding to the student of the normal and abnormal cdhditmififesct

the organs of the female pelvic cavity and the developing fetus. The lecture portion will center upon the norm
and pathological conditions of the uterus, ovaries and fetus. During the laboratory component the student will
learn proper scanngntechniques and protocols used in ultrasound imaging of the gynecologic and obstetric
patient. Emphasis is placed on recognition of normal anatomy, ultrasound documentation, biometry
measurements, and preparation of initial preliminary reports to thegeadliologist.
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MODULE 4

DMS 4001 PATIENT INTERACTION

Prerequisites: Successful completion of Modul& dourses, Goequisite: Concurrent Module 4 courses Total
Clock Hours: 48

Students will learn how to communicate with patients and other headtlpaaEessionals, care for those with
special needs, prepare the patient for different types of ultrasound examinations, recognize laboratory values
that pertain to specific ultrasound examinations, and examine the role of different imaging modalitiestin pa
diagnosis.

DMS 401i VASCULAR SONOGRAPHY

Prerequisites: Successful completion of Modul& dourses, Goequisite: Concurrent Module 4 courses Total
Clock Hours: 192

This course in vascular ultrasound will introduce the student to the hemodysamsiderations of the arterial

and venous vascular systems. The lecture portion of this course will cover the anatomy of the arterial and
venous systems of the body, and the pathologies commonly encountered in those systems. During the labor:
sessionsthe student will receive instruction in scanning techniques for the carotid arteries, upper and lower
extremity arteries, upper and lower extremity veins, and abdominal vessels. This course is designed to instru
the student to ultrasound studies parfed in the practice of vascular ultrasound imaging.

MODULE 5

DMS 500i CLINICAL EXTERNSHIP 1

Prerequisites: Successful completion of Module dourses, Goequisite: None

Total Clock Hours: 480

During this course the student will be assigned, aretitly supervised in a Diagnostic Medical Ultrasound
imaging facility such as a hospital, clinic or imaging center. The student will be introduced to the clinical settir
and departmental organization. Under direct supervision by a supervising sonograguparvising physician,
and the school’”s Clinical Coor di natkils necedsdryefor the u d e
sonographer in a clinical site. This is accomplished through observation and participation in clinical cases
studies b patients undergoing ultrasound examinations.

DMS 5017 CLINICAL EXTERNSHIP 2

Prerequisites: Successful completion of Module dourses, Goequisite: None

Total Clock Hours: 480

This course is designed as a more advanced continuation of Clinical Practicum I. The student will continue ta
perfect his skills in the clinical environment and learn more advanced imaging techniques required of the
sonographer. The student will gain mesgerience in performing ultrasound imaging of the patient undergoing
abdominal, small parts, gynecologic, obstetric, or vascular ultrasound examinations.

*A quarter credit is defined as one credit for every ten (10) hours of lecture, one credit yomearay (20)
hours of lab, and one credit for every thirty (30) hours of externship (or internship).

Immunization Requirements:

Students must provide proof of immunity for the following:

1. Proof of Varicella (Chicken Pox) immunity as shown by a sert@ndontaining immunity

2. Proof of a complete (3 injection series) Hepatitis B vaccinatigia serum titer confirming immunity

3. Proof of Measles, Mumps and Rubella (MMR) immunity as shown by a serum titer confirming immunity to
each disease

4. Proof of Tetanus vaccination within the last 10 years

5. Two negative TB Skin Tests (Mantoux PPD) within 6 months prior to the start of externship

6. BLS Certified, Healthcare Provider. (Offered at CCMCC)
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7. Proof of medical insurance or ability to obtenedical insurance prior to externship placement
* All students must be BLS Certified for the healthcare provider
* A mandatory background check and drug screen are done on all students prior to externship placement.

Grading Policy:

The student must cortgie a grade of a B (80%) or better during each module. A student who does not mainta
an 80% or better will be dismissed from the program. Each module will include multiple quizzes with
cumulative exam at the end of the module. Each Module will beedriadlividually during the progran&rades
are based on the student’s work in the didactic (
of 80% in didactic courses. Laboratory and clinical education is graded on a Pass/Fail basits Siustgrass

the laboratory and clinical portions of the program to graduate.

Grade scale isas follows:
90-100% = A
80-89.9%~ B
70—-79.9%=C
60 — 69.9%= D
Below 59.9=F

Evaluation Method
Quizzeswill consist of multiple choice and true/false questions. Quizzes will cover classroom lectures, assign
readings, group activities, workbook materials, and clinical lab notes.

Tests/Midterms/Final will consist of multiple choice, true/false and sharswer questions. Tests are cumulative
in that each test will contain questions from material covered in all previous lectures within the present modu
Tests will also cover assigned readings, group activities, lecture notes, workbook materialsicahthblimotes.

Student Lab will allow the student to demonstrate knowledge of lecture components by simulaigmgpstic
medical sonographgkills and techniques in the presence of the instructor. A competency check list must b
maintained throughouhe course. The student must satisfactorily complete the student lab component of tf
course to receive a passing didactic course grade.

Clinical Componentwill be after classroom instruction is completed. 960 hours of externship training are
required Externship locations will be given out no later ti@ndays after the last day of theogram or from

the date in which all required paperwork/document®lmeen received,whichever is later. Externship hours are
most likely during the day, therefore students must be available during normal daytime working hours

2020 Diagnostic Medical Sonography Program Fees
TOTAL FEES, CHARGES, AND EXPENSES
Costs Paid t&chool

ApplicationRegistration Fee $200.00(nonrefundable)

Tuition $26,8%.00 (refundable based on refund table)
Text Books and Workbooks $760.00 (refundablef unused

Student Tuition Recovery Fund $0.00 (nonrefundable)

Total paid to school $27,735.00

Out of Pocket Expense$APPROX.)

Uniform/ shoes $150.00 (nonrefundable)

Drug screens and Background check  No fee

CPR/BLS Certification $85.00 (nonrefundable)
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Certification ExaminatiofARRT) $200.00 (nonrefundable)
Certification Examination (SPI) $220.00 (nonrefundable)
Certification Examination (ARDM%®y specialty)

(OB-GYN) $250.00 (nonrefundable)

(Abdominal) $250.00 (nonrefundable)

(Vascular) $250.00 (nonrefundable)
Total out of pocket $1,40500

Estimated schedule of total charges $29,140.00

If you get a student loan, you are responsible for repaying the loan amount plus any interest.

2020 Diagnostic Medical Sonography ProgranSchedule

960 Externship hours to be arranged

Day classes are heltMonday through Thursday from 9:00am-2:00pm for 48 weeks (960 hours
Day program schedule2020

Classes begin Monday JanuafytBrough Thursday December®1

1
1

1
1
1

No class will be held Monday January™@ observance of Martin Luther King Jr Dayake up day
Friday January 24

No class will be held Monday February™ifi observance of Presidents Danake up day Friday
February 2%

No class will be held Monday May £5n observance of Memorial Dayake up day Friday May %9
No class will be held June Z2hrough June 26

No class will be held Monday Septembé&Yi@ observance of Labor Dayake up day Friday
September 11

No class will be held Wednesday Novembéf klobservance of Veterans Dayake up day Friday
November 18

No class will be held Thursday Novembet'28 observance of Thanksgivisgake up day Friday
December %

Evening classes are held Monday through Thursday from:80-10:00pm for 48 weeks (960 hours)
Evening program schedule 2@0

Classes begin Monday Juné"@@rough Thursday June 417

1
il
1

= =4

No class will be held Monday Septembérii@ observance of Labor Dayake up day Friday
September 11

No class will be held Wednesday Novembéf irilobservance of Veterans Dayake up day Friday
November 18

No class wil be held Thursday November®# observance of Thanksgivisgake up day Friday
December %

No classes will be held Monday Decembef frough Friday January'l

No class will be held Monday January™@ observance of Martin Luther King Jr Dayske up day
Friday January 24

No class will be held Monday February™ifi observance of Presidents Danake up day Friday
February 21

No class will be held Monday May 2%n observance of Memorial Dayake up day Friday May 39
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DENTAL ASSISTING

Goas and PurposeContra Costa Medical Car eer BGhbursefdhedrys D e
laboratory and clinical training geared to prepare the student for an entry level position in a Dental Office. The
Program provides all theecessary training to enable the students acquire satisfactory skills and demonstrate
competencies in a variety of dental office procedures and laboratory techniques. The student is presented frc
office management, preliminary examination procedures: sitge dentistry, charting, appointment scheduling,
and recordkeeping. Student graduates may find employment in dental clinics and private dental offices as
dental assistants. Graduates receive BLS Certification from The American Heart AssociatidDeatiicate
of Completion. The primary goal of the CCMCC Dental AgsgsProgram is to prepare entry level dental
assistants with the knowledge and skills competencies for patient care
Outcomes and Objectives:
Upon successful completion of the progranggraduates will:

1 Demonstrate knowledge in basic sciences and clinical practice in the delivery of patient care.
Exhibit professionalism and work ethics withhaorkers and patients
Demonstrate understanding of the ethics and scope of practicepfa assistant
Demonstrate effective communication skills.
Perform dental procedures by employing asepsis and sterilization techniques

1 Provide health education and nutrition counseling to dental patients.
Program Admissions Requirements:
High School Dploma/GED, Pass the CCMCC Wonderlic SLE Exam with a 13
Dental Assistng Program Clock to Credit Hours
Certificate Program  Total Hours: 880 Total Weeks: 40 week<redits: 59

= =4 4 A

Course # | Course Title Lecture | Lab Extern | Clock | Credit Units
Hours | Hours | Hours | Hours
DA100 DentalScience 40 40 0 80 6.0
DA 100L | Infection Control/Restorative
Dentistry
DA101 Anatomyand Physiology 40 40 0 80 6.0
DA 101L | Operatory Procedures
DA102 Restorative Dentistry 40 40 0 80 6.0
DA 102L | LaboratoryMaterials
DA103 ChairsideDentistry 40 40 0 80 6.0
DA 103L | Chairside Procedures
DA104 Dental Radiography 40 40 0 80 6.0
DA 104L | Radiology Procedures
DA105 Dental Specialties 40 40 0 80 6.0
DA 105L | Specialty Procedures
*DA106 Preventative Dentistry 80 80 0 160 120
*DA106L | PreventiveProcedures
DA 107 Law & Ethics in the Demstry 40 40 0 80 6.0
DA 107L | Advanced Chairside
DA108 Externship 0 0 160 160 5.0
Totals 360 360 160 880 59

A quarter credit is defined as oneredit for every ten (10) hours of lecture, one credit for evemgnty (20) hours of lab and one
credit for every thirty (30) hours of externship
*8-week course
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The Dental Assighg program length is 880 clock hourd@weeks (Total time in weeks to cotate the

program may vary based on school holidays and breaks) 36 weeks Theory/Lab (20 hours per wesdl + 4
externship (40 hours per week)

Day Class is held from 9:00atn00pm MondayThursday (20 hours per week)

TBA: Evening class is held from 5:00p10:00pm MondayThursday (20 hours per week)

Externship hours are to be arranged. 40 hours per week for 4 weeks. Normal business hours are during the c

Dental Assising Course Descriptions

DA 100DENTAL SCIENCE

DA 100L Infection Control/Restorative Dentistry

(Hours: Lecture /Lab:80)

Description:

The didactic portion of this course is an introduction to the dental profession and its history. It includes basic
concepts and principles of microbiology and asepsis, proper methimdisadion control and sterilization

including OSHA regulations. Topics include professionalism and patient records. Introduction to the physical
and chemical properties of dental materials; preparation, placement and removal of provisional resierations
allowed by DPA is also introduced. Students are prepared for the state certification examination for infection
control.

The lab portion of this course will introduce students to the study, characteristics, safe manipulation and use
dental material&nd equipment in operative and restorative dentistry. Emphasis is placed on infection contr
and safety standards.

DA 101 DENTAL ANATOMY AND PHYSIOLOGY

DA 101L Operatory Procedures

(Hours: Lecture /Lab:80)

Description:

The didactic portion of this course covers the basics of dental anatomy, physiology, tooth morphology,
eruptions patterns, Emphasis will be on teeth and their surrounding structures. Head and neck anatomy, boc
systems, and the administration of localsthetic will be discussed.

The lab portion of this course is an introduction to the physical and chemical properties of dental materials &
the preparation, placement and removal of provisional restorations as allowed by the State Dental Practice .
This lab covers the fabrication of temporary crowns. In addition, students will learn operatory concepts and lo
dental anesthesia.

DA 102RESTORATIVE DENTISTRY

DA 102L Laboratory Materials

(Hours: Lecture /Lab:80)
Description:
The didactic portion of this course will introduce students to the study, characteristics, safe manipulation, an
use of dental materials. Emphasis is placed on infection control safety standards and hazard control protocc
It prepares students to assisthe management of dental and medical emergencies, including review of legal
and ethical responsibilities.
In the lab portion students will take, pour and trim preliminary impressions. Students will prepare fine
impression materials and bite regagions. In addition, students take and record vital signs and be prepared t
assist in the management of medical and dental emergencies.
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DA 103 CHAIRSIDE DENTISTRY

DA 103L Chairside Procedures

(Hours: Lecture /Lab:80)

Description:

The didactic portion of this course introduces the use and care of dental equipment, identification and
application of hand instruments, tray setups and their sequence of use. Four handed dentistry techniques ar
preparation for assisting in a clinicaktsgg will be discussed.

The lab portion will introduce the principles of chairside assisting with an emphasis on operative procedur
which include chairside responsibilities, instrument identification tray setupshémaed techniques and
sequencesf@eneral dentistry procedures.

DA 104 DENTAL RADIO LOGY

DA 104L Radiology Procedures

(Hours: Lecture /Lab:80)

Description:

The didactic portion of this course emphasizes patient management, radiation safety and infection control
procedures in accordance with OSHA, the CDC and the DPA. The class deals primarily with dental
radiography. The student will be provided informatommradiographic techniques and procedures, including the
latest on digital and-B radiography. Students will review procedures for operation of the latest imaging
systems, safety precaution measures using radiography equipment minimizing the rislkatietheupd all

dental personnel, aseptic techniques, radiation hygiene and maintenance of quality assurance and safety.
Students are prepared for the state certification examination in dental radiology.

In lab, this course emphasizes patient managenmadiation safety and infection control procedures in
accordance with OSHA and CDC guidelines. Laboratory and clinical experience will allow students to enhan
the efficiency and quality of their radiographic techniques. Students will perform, evaldatgeapret various
types of radiographs. Technique and diagnostic quality are reinforced.

DA 105 DENTAL SPECIALTIES

DA 105L Specialty Procedures

(Hours: Lecture /Lab:80)

Description:

The didactic portion of this course introduces the dental hesglth and practices and procedures of dental
specialties and dental assistant duties in specialty dental practice. Oral surgery, endodontics, pediatric dentis
orthodontics, and prosthodontics and the associated dental assistant duties are explored.

This lab course introduces specialty practices in dentistry including Pediatrics, Orthodontics, Endodontics, G
Surgery and Prosthodontics. Students will learn skills performed by a dental assistant and registered de
assistant in these specialty fisl

DA 106 FREVENTATIVE DENTISTRY

DA 106L Preventive Procedures

(Hours: Lecture/Lab: 160)

Description:

The didactic portion of this course explores the principles and practices of preventing and controlling dental
disease. Emphasisp$aced on nutrition and plaque control. Coronal polish theory and procedures are
introduced, and students are preparedterstate certification examination in coronal polishing and upon
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successful completion will continue with pit and fissure sealant course content and state exam. Periodontal
disease process theory is addressed in the course.

In the first 4 weeks, thigab course introduces the techniques of coronal polish while emphasizing patien
management and infection contymiocedures in accordance with OSHA and CDC. Clinical experience will
allow students to perform coronal polish on patients. In weel® the lab will introduce the proper techniques

in placing pit and fissure sealants to assure retention. Clinical experience will allow students to perform seal
procedure of patients.

DA 107LAW AND ETHICS IN DENTISTRY

DA 107L Advanced Chairside

(Hours: Lecture /Lab:80)

Description:

The didactic portion of this course covers law and ethics in dentistry. Upon completion of this course, studen
will take the CA State Certification Exam.

Lab portion will include routine maintenance of the demiffice equipment. DA duties during chairside
procedures of crown and bridge and endodontics, instrumentation and tray set ups.

DA 108 CLINICAL EXTERNSHIP

(Hours: 160 Externship)

Description: Upon successful completion of the classroom component of the program, dental assisting
students participate in 160 hours of externship. Serving an externship at an approved facility gives externs a
opportunity to work with patients and apply the pnoles of practice learned in the classroom. Evaluation is
conducted by the Externship site personnel.

Teaching Methodology

Training will be delivered in a combination of lab, lecture and waaked environments, provided by instructor
with training and gperience in the dental practice. The classroom component will be delivered in terms of
didactic and skills laboratory. In addition, students are expected to turn in homework on assigned topics.
Students will complete 160 hours of externship giving thémhaa4o @t § experi ence.

Method of Evaluation

Weekly quizzes, and final examinat®are administered St udent ' s skill s perforn
Homework is part of the ovex | | grade. A fi nal -all pedodrmarce is aomducted at thet u
completion of the theory and skills components of the program. Final evaluation consists of identified skill
abilities and knowledge of the program and completion of required projects. Externship performance is evalua
at the completion of 160 hours.

Program Requirements:

Student must achieve 70% or higher GPA during each evaluation period and have satisfactorily completed
appropriate assignments, projects, performance checklist procedures and completion of extednshipt a
meet 90% of course attendance.

Employment Positions
Dental Assistanti-ront Office AssistantBilling/InsuranceSpecialist, Dental Xay Technician, Sterilization
Assistant

Course Requirements
Immunization Requirements
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Students mugtrovide proof of the following before clinical:

1. Diphtheria/Tetanus (DT) immunization within the last 10 years

2. MMR titer or second dose.

3. Hepatitis B or signed waiver to refuse.

4. Tuberculin skin test and appropriate follow or alternative chestray within the last year.

5. Varicella

*A mandatory background check and drug screen is done on all students prior to externship placement.
*All students must be BL®iithin the first modulefor the healthcare provider Certified

Grading Policy:

The student must complete a grade of a C (70%) or better during each module. A student who does not mair
a 70% or better will be dismissed from the program. Each module will include multiple quizzes with a
cumulative exam at the end of the module. Bdoldule will be graded individually during the program.
Grades are based on the student’s work in the di
average grade of 70% in didactic courses.

Externship education are graded on a Pass/Fas.basi

Students must pass the laboratory and clinical portions of the program to graduate.

Grade scale is as follows:

90-100% = A

80-89.9%=B

70-79.9%=C

60—69.9%= D

Below 59.9 = F

2020 Dental Assising Program Fees
TOTAL FEES, CHARGES, AND EXPENSES
Costs Paid to School

Application/Registration Fee $200.00 (nonrefundable)
(Maximum non-refundable reg. fee allowed by VA is $10.00)

Tuition $9,850.00 (refundable based on refund table)
Text Books and Workbooks $410.00(refundable if unused)
Student Tuition Recovery Fund $0.00 (nonrefundable)

Total paid to school $1046000

Out of Pocket Expenses (APPROX.)

Uniform/ shoes $125.00 (norrefundable)
Wonderlic Exam $10.00 (norrefundable)

Drug screens and Baadlaund check $0.00 (nonrefundable)
CPR/BLS Certification $85.00 (norrefundable)

Total out of pocket $220.00

Estimated schedule of total charges $10680.00

If you get a student loan, you are responsible for repaying the loan amount pintesest.

2020-2021 Dental Assisting Program Schedule

Day classesare held Monday through Thursday from 9:00am2:00pm for 36 weeks
Day program Schedule2020-2021

Classes begin Monday May'#hrough Fridaylanuaryl5",2021

Classes begin Mondalune % through ThursdajFebruaryl 1™, 2021
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Classes begin Monday Juné"a@rough Thursdaparch11™, 2021
Classes begin Monday July®through Thursdaypril 8", 2021
Classes begin Monday Augusthrough Thursdaay 6", 2021
Classedegin Monday September2through Thursdayune 4, 2021
Classes begin Monday Octob&™through Thursdayudy 1%, 2021
Classes begin Monday Novembet"t6rough Thursday July 29 2021

Holidays and makeup days for Dental Assisting Program

)l
)l

T
T

No class will be held Monday May £5n observance of Memorial Dayake up day Friday May %9
No class will be held Monday Septembé&i observance of Labor Dayake up day Friday
September 11

No classwill be held November 1" in observance of Veterans Dayake up Friday November 43
No classwill be held Thursday November 2 observance of Thanksgivisgake up day Friday
December 4

No class will be held Thursday Decembel' #drough December 3!in observance of Christmasake
up day FridayJanuary 15th2021

No class will be held Monday January™.2021in observance of Martin Luther King Jr Dayake up
day Friday Januarg2™® 2021

No class will be held Monday Februar§". 2021in observance of Presidents Bayake up day Friday
Februaryl9", 2021

Nr? class will be held Monday M&84%, 2021in observance of Memorial Dayake up day Fridagune
4% 2021

No class will be heldlondayJuly 53" in observance dhdependence Dagnake up day Fridayuly 9™
2021
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Me di Tcearlmi nol ogy Cour se
Goals and PurposeCommon medical terminology is a critical part of the language used by health care
practitioners. It is essentially a vocabulary that requires a uniform pronunciation, definition, and spelling of
terms used by professionals. Individuals with medical terfogyotraining are capable of analyzing and
interpreting medical reports related to specific body systems.

Outcomes andObjectives
After successful completion of this program the student will be able to:

1 Identify medical terms and words by their comporpants

1 Define the body structure and its systems, cavities, planes, and positions
1 Explain the importance of medical terminology in healthcare professions
1 Define and build the medical terms associated with the body systems

TOPIC Hours
1. Introduction to Medical Terminology/Word part reVIEW. ............eeeveeeveeieecivveeeeeeeeeenenn A
2. The Human Body in Health and DISEASE..............covvviiiiemmiiiiiieeeee e 2
3. The SKeletal SYSIEIM.........ooo i eeeer e 2
4. The MUSCUIAr SYSIEIM......ccciiiiiiiiiiiit et e e e e e e e e e e e e emanaaaaaeeeeas 2
5. The CardiovasCular SYSIEIML. .......ccuiiiiiiiiiii e ree e eeenees 2
6. TheLymphatic and IMmuNe SYSTEIML...........uuuuiiiiiiii i ereer e e 2
7. The ReSPIratory SYSIEIM.......cooi i re e e e e e eeerr e ee e 2
8. The DiIgESHIVE SYSIEIML... . iiii it e et emeennnnnnnas 2
9. The UrNAry SYSTEIML.......ciiiiiiiiiie et e e e e eeern e e e e ees 2
10. The Nervous System and Mental Health................coooiieeeiiiiiiii e, 2
12. Special Senses: The Eyes and EaIS.........cooiiiiiiiieeeiiiiieeeeee e 2.
14. Skin: The Integumentary SYSEM..........ccooiiiiiiiiieiee e 2.
15. The ENAOCHING SYBIN........uuiiiiiiiiiiiiiiii ettt e e 2
16. The REProdUCIVE SYSIEIMIS.......ccvviiiiiiiiie et e e e e erena s s e e e e e e e e e e e e e e e e eeaeeneeas 2
17. Diagnostic Procedures, Nuclear Medicine, and Pharmacalagy..............ccccccceeevvrieennee. 2
19. Comprehensive Medical Terminology REVIEW............cccoiiiiiiiiceeiiiei e, 4
PO = U = 1o TP 4
40 didactiC...........cccveeeeeeeiiviriemiiieeeeeeeeennenn... 10tal Clock Hoursi 40 Quarter Credit Hours4
Instructional Method:
1 Lecture
1 Videos

1 Workbook assignments

1 Game assignments
Methods of Evaluation

1 Spelling quizzes

1 Chapter quizzes

1 Final exam

Course RequirementsGrade scale isas follows:
90-100% = A
80—-89.9%= B
70—-79.9%=C
60 —69.9%= D
Below 59.9= F

Rev. 7/11/2019
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Medical Terminology:

8 Terminology quizzes, 50 pts each(400 PtS)...cccoevveeeeeiiiiiiiiieeieieeeeeeeeeeeeeeeeennnn . 40%
8 Terminology spelling tests, 25 pts €ach(200.P1S).......uuuiiiiiiiiiiceeeiiceee e 20%
8 Terminology homework assignments, 25 pts per assignment(200. pts)......... 20%
Terminology fnal eXam(200 PtS)..........ueeuruueeeeeeiiiinasiiiiiiiiiiiiiiiiie e ireeiieeeeeeen 20%
Total (1000 pts) 100%

2020 Medical Terminology Course Fees
Total Fees Charges andExpenses

Application/Registration Fee $200.00 (nonrefundable)
Tuition $600.00(refundable)

Text Book $13500 (refundablef unused
STRF fee $0.00 (nonrefundable)

Total Amount Paid to school $935.00

Out of pocket expensegare approximate (not paid to the institution)
Uniform/ shoes $30.00(nonrefundable)
Total out of pocket expenses $30.00

Estimated schedule of total charges $965.00
*This Program has NOT been approved for Veterans training benefits.

2020 Medical Terminology Course Schedule
Day courses meet otMondays from 9:00am-1:00pm for 10 weeks
(May include some Fridays to makeup for Holidays)
Day program Schedule2020
Classes begin Monday March™@rough Monday May 18
Classes begin Friday May 2¢hrough Monday July 277
Y No class will be held Monday May $5n observance of Memorial Dayake up day Friday May %9
Classes begin Monday August 8irough Monday October's
f  No class will be held Monday Septembé&¥ii@ observance of Labor Dayake up day Friday
September 11
Classes begin Monday Octobef™tBrough Monday December 14

Mid -day program meets Mondays from 1:30pm-5:30pm for 10 weeks
(May include some Fridays to makeup for Holidays)
Mid -day program Schedule2020
Classes begin Monday March™@rough Monday May 18
Classes begin Friday May 2¢hrough Monday July 27
T No class will be heldonday May 2% in observance of Memorial Dayake up day Friday May 39
Classes begin Monday August Sirough Monday October's
T No class will be held Monday Septembé&ri@ observance of Labor Dayake up day Friday
September 11
Classes begin Malay October 12through Monday December 14

Evening program meets Mondayd$rom 6:00pm-10:00pm for 10 weeks
(May include some Fridays to makeup for holidays)
Evening program Schedule2020
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Classes begin Monday JanuafytBrough Monday March'®
f No class will be held Monday January™8 observance of Martin Luther King Jr Dayake up day
Friday January 24
f No class will be held Monday February™if observance of Presidents Danake up day Friday
February 21
Classes begin Monday March™@rough Monday May 18
Classes begin Friday May 2¢hrough Monday July 277
f No class will be held Monday May 950 observance of Memorial Dayake upday Friday May 29
Classes begin Monday August 8irough Monday October's
f  No class will be held Monday Septembé&¥ii@ observance of Labor Dayake up day Friday
September 11
Classes begin Monday Octobef™tBrough Monday December 14
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A Me s s ag eP rfersoiQdE @nht e

Thank you for choosing Contra Costa Medical Career College for your entrance into the Allie
Health Profession. | am honored and proud that you have selected this institution to pursue yc
higher education goals. Our faculty and staff are proud of CCM@&€ ALL it stands for. We
take the success of our students personally, and are very committed to meeting the needs of
of you who enroll at the college.

A primary goal of the college is fwoduce an educated, responsible member of society equippe:
with the skill sets and principals needed to be an exceptional, efficient and safe health ca
provider.Our faculty is exceptional and work diligently to engage students in the teaching an
learning process. Our staff is dedicated to ensuring that everyrdthde the best opportunity in
success in the completion of their educational objective. Students are encouraged to pursue tl
academic interests with the sincere support of our faculty and staff.

The physical environmentanod uopurt on edvatfeacdd
environment where a student may apply him

|l would I|Ii ke to thank you again for choos

Sincerely,

Stacey Orozco, RN

St aOeyzc,Br RFoen@entra Costa Medical Caree
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ABEEIE ACGREDITING COUNGIL FOR CONTINUING EDUCATION & TRAINING
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http://www.ccmcc.edu/
http://www.accet.org/
http://www.google.com/imgres?imgurl=http://www.westchestercollege.edu/wp-content/themes/westchestercollege/library/images/org2.png&imgrefurl=http://www.westchestercollege.edu/&h=135&w=133&tbnid=wn2636_abMu6sM:&zoom=1&docid=h0PiZRbJ4YSTaM&ei=m3UbVOulAYa5igLY3YHYBw&tbm=isch&ved=0CFAQMygsMCw&iact=rc&uact=3&dur=1148&page=2&start=20&ndsp=33
http://www.eastbayworks.org/
http://www.facebook.com/pages/Contra-Costa-Medical-Career-College/154995707848630
http://www.bbb.org/greater-san-francisco/business-reviews/schools-business-and-vocational/contra-costa-medical-career-college-in-antioch-ca-365543
http://www.nhanow.com/
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